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1 August 1974

MEMORANDUM FOR: Records Administration Branch, ISAS

THROUGH : DD/M&S Records Management Officer
FROM : Office of Logistics, Records Management Qfficer
SUBJECT : Change in Office of logistics Records Control

Schedules 3400.02 and 3400,03

Due to a transfer of functions, it is requested Item 7
"Imprest Fund" be deleted from Records Control Schedule 3400,02
This item is to be included in Schedule 3400, 03 as Item 7 of that
schedule. See attached Form 139a,

Distribution:
Orig & 1 - Addressee
1 - DD/M&S/RMO
1l - Records Center
1 - 01, 0fficial

pg gy £t Pt
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ITEM NO. FILES [DENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

Approved For Retease 200407612 : CIA-RDP78107317A000100180013-1

Office of Logistics, Executive 0ffice, Budget
and Fiscal Branch

1 August 1974

7. Imprest Fund

STATINTL . . . .
Copies of accountings, receipts, postal regis- Temporary. Cut off at the end of each fiscal
tration forms, etc,, for monies used for reim- year. Retain 2 years, then destroy.

(GRS 7 - Item 4,b.)

STATINTL

} T se 188a [0 Toestens RECORDS CONTROL SCHEDULE - CONTINUATION SHEET (s1)
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CROSS REFERENCE SHEET

OFFICE OF LOGISTICS RECORDS CONTROL SCHEDULE 3401

Please note organizational name change:

0ld Schedule 3401 (34-69-/a)__

Item L 0 i Lt e ﬁM @"ﬂ’
1 thru 7
8

Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1

New Schedule 3401

Ttem
1 thru 7
8 new

9
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3401

SCHEDULE NO.

OFFICE.

DIVISION, BRANCH

Office of Logistics, Procurement Management Staff

ATINTL

Director of Logistics 4 DEC i973
FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
u}fv (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
L. | General Administrative Subject Files
Files contain documents, memos, reports, etc., Temporary. Cut off at end of each two =year
regarding the activities and functions of the period. Retain two years and destroy. Files
Staff. Files include administrative-type papers, to be screened prior to destruction and any
i.e., travel, personnel, requests for services, etc, documents or files that may be of official or
Filed by subject. policy nature to be incorporated in the files
. of the Diector of Logistics. (Schedule
3400,02 Item 1)
2, |Special Studies and Surveys
a. Memos, statistics, reports, background Permanent. When volume warrents, files may
information and all related papers on special be retired to the Records Center.
surveys and studies made on the Agency Procurement
Activities.
b. Working files containing drafts, reference Temporary. Destroy when superseded or no
material, etc.,used to develop studies in a. above. longer needed for reference.
3. |Agendas
Agendas of all cases to be placed before the Temporary. Maintain a two-year balance.
Contract Review Board for action. Filed chrono- Destroy remaining files., The decisions of
logically. the Board are documented in items 4 and 5
below.
4. |Board Meeting Minutes
Detailed minutes of all transactions handled by Temporary. Maintain a two-year balance.
the Board. Filed chronologically. Destroy remaining files. Pertinent facts are
contained in item 5 below.
LR
rrmrmd
Adminit
FORM NO. |3g USE PREYIOUS (41)
1t JAN 58 EDITIONS.
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ITEM NO.

FILES IDENTIFICATION

VOLUME

| DISPOSITION INSTRUCTIONS

5.

Contractor éa? goﬁlf?ezor Release Zﬂé?ﬁg@!uﬁijg Qp-i

Document Control File

Copies of Form 2863 and Contract Actions
(Docket and Action Summary), copy of form sent to
the Directorate concerned for inclusion in
official contract files. (opies filed by
Contractor name.

Procurement Contract Activity Reports

Statistics prepared and compiled on the
procurement activities of the Agency.

Form No. 238,"Document Control Ticket's used as a
log to record receipt, routing, control and
dispatch of incoming and outgoing correspondence.
Filed by number.

CONIF Files
Working Files used in the administration of the

Contract Information System, Files contain proce-
dural manuals, reports, EDP listings and microfilm,

Reference Material

ASPRS, Legal and Government Contractual manuals,
and related reference materials and source books.

0731

[ ST S

Rdmi

APt
U

g;tggﬁgogmo13-1

Temporary. Retain in current file area as
long as Agency continues to deal with the
contractor, When no longer active, retire
to Records Center and destroy five years
after retirement. (Copies are in official
contract files)

Temporary. Maintain current year and three
previous years for reference; destroy balance.
Exception: Year-end report is to be incor-
porated in the files of the Director of
Logistics., (Schedule 3400.02 Item 1)

Temporary. Maintain current year and one
previous year; destroy balance.

Temporary., Files are updated on a continuous
basis. Destroy when superseded or no longer
needed,

Temporary. Destroy when superseded or no

longer needed.

STATINTL

AT ROVED:

s

FORM NO. USE PREVIOUS
o aan se 1392

EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUAT!ON SHEET

(41)
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FROM: EXTENSION | NO.
Office of Logistics
1227 Ames DATE
TO: (Officer designation, room number, and DATE
building) OFFICER'S COMMENTS (Number each comment to show from whom
STATINTL RECEIVED | FORWARDED INITIALS to whom. Draw o line across column ofter each comment.)
5 Mr. I D/ Mes RMO T T
" 710 Magazine Y N ) Attached is a revised Records
) /5753 ’2//f 7 % Control Schedule and Cross
2. DD/M&S - 1SAS RAB/ o T Reference Sheet for r_your approval.
. Tes }-1qs - /a» %7 /)/ ¢ Please returnf‘z/coples) to me.
¢ )/ A
’3 /73 JZ}V
STATINTL *  4u. &
DDM45//SAS/RAR ¢
7 7
4. OEARME
STATINTL

STATINT

‘TE

D %ﬁ%ééwgp Releasgowo

RNAL
AUALY: CIA-RDP78-07317A

Bob16Hago}ETIAL

+

[] SECRET

ROUTING AND RECORD SHEET

(.

SUBJECT: (Optional)

/J{; 2., R 0l f Eengee,

1227 Amegs
/PAB 2 &40 o e ocdef
. ' V72
7. STATINTL
2. Please send_
; a copy when approved.
O
9. /Z() ; ,‘/ﬁ/;, .z,f7;u~-vww
ot SN L PP TIY »
STATINTL
n.
12.
13.
14.
15.
, 2001/07/12 : CIA-RDP78-07317A000100180013-1
e 610 "RSS™ [ SECRET  [] CONFIDENTIAL [ INTERNAL ) ynNeyassiFIED



STATINTL
Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1

Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1



Ed

Approved For Release 20Q1/07/12 : CIA-RDP78-07317A0001001 8(1‘(');3-1

CROSS REFERENCE SHEET

OFFICE OF LOGISTICS RECORDS SCHEDULE

0ld Schedule 3402 (34-60A) New Schedule 3402
Item Item
1 (=0) laé&hb

2  deleted (21

3 02) 3

A

different structure - Used only for 4
career management, Official actions

end up in New Item 1 & 2 (22)
5a&b (2davt) 2a6hb

6 Cﬂﬁincorporated in new Item 3

7 (26} 6
8 (27ae%) 5
7,8,9,10 & 11
New Items
9 (3‘5) 12
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3402

OFFICE. DIVISION, BRANCH St
Office of Logistics, Personnel and Training Staff TINTL
TITLE DATE
A" Director of Logistics 1 3 DEC 1373
/
FILES IDENT!FICATION VOLUME * DISPOS ON INSTRUCTIONS
'gL§V (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) PISPOSITION
1. |Personnel Soft Files o
a. Staff Emplovees
Files containing copies of memoranda, Temporary. Review material older than two
personnel actions, biographic sketches, evaluations years for destruction of routine material and
training requests and other documents pertaining working notes., Transfer file to gaining
to Logistics service designees. Used in career office upon transfer out of ML career
management and personnel administration and for jurisdiction. Upon separation, retain in
ready reference, Filed by individual's name, current file six months. After six months
screen file and forward appropriate material
to the Office of Personnel, destroy balance,
b. Contract Emplovees
Files containing copies of contracts, bio- Temporary. Retain in current file area six
graphic information, evaluations, etc. for contract months after separation., Screen file and
employees in OL, Filed by individual's name. forward pertinent material to Contract
Personnel, Office of Personnel, for disposition.
2. |Correspondence Files
a, Subject Files
Copies of letters, memoranda, reports, work- Temporary., Cut off files at end of calendar
ing papers, etc., accumulated in administration of year. Retain in current file area two years.
OL personnel matters and of the Staff functions. Selected files to be incorporated in subject
Filed by subject. files of the Office of Director of Logistics
and retired under Schedule 3400.02. Balance
to be destroyed. (GRS 1 Item 3)
b. Chrono Files
Copies of material prepared in the Staff. Temporary. Cut off at end of the calendar
Filed chronologically, year; retain one year, then destroy,
Palwe ’
S R
FORM NO. USE PREVIOUS (4t1)
1 JAN 56 |39 EDITIONS.
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ITEM NO. FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCT IONS
T AEAUSTANTIVE-SRTERNL UR¥ Aot ra00ron
3. Organizati&P%Q%%d For ’ T
Files contain copies of approved Table of Permanent, Cut off file at end of calendar
Organization, Form 261, requests for reclassifi- year. Retain in current file area three
cation of positions, studies, and related material vears. Retire to Records Center. (Files may
reflecting the organization of the Office. In- be retired under Schedule 3400.02 Item 1,
cluded in these files are approved T/0 and other Director of Logistics Official files if desiredl)
papers regarding Logistics Positions in other
elements of the Agency.
4. Career Service Panel TFiles
Working files for each Career Panel in the OL Temporary., Cut off each calendar years;
‘D Career Service. Files contain notes, agendas, retain two years and destroy. (GRS 1 item 3)
and working papers for actions taken. Maintained
by each Panel Secretary. Filed by Panel,
5. Training Files
Copies of correspondence, statistics, training Temporary. Screen files and destroy material
information used by the Training Officer in older than two years.
coordinating training requirements with OL Staffs
and Divisions and with the Office of Training.
Used for making reports and devel oping internal
training programs. Filed by subject.
6. Position Descriptions
Copies of approved position descriptions. Filed Temporary. Destroy when position is abolished
) by organizational component in books. or description is superseded. Official Record
copy maintained in Office of Personnel,
(GRS 1 item 7)
7. Statistical Books
Books used to record personnel actions processed Temporary. Cut off at end of each Fiscal
through the Staff. Recorded by types of action} Year. Retain three years, then destroy.
i.e.)reassignment, promotion, resignation, etc, (GRS 1 item 16)
Used for reference in preparing reports.
ERd l"";:r,"' T
s 139 (35 Torutovs RECORDS CONTROL SCHEDULE - CONTINUATION SHEET (an
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10.

11.

12,

Locator Information - Listing of OL personnel
showing office location, home address, phone
number and other personal information. Used for
reference,

Document Control Files

Form No. 238 "Document Control', recording
receipt and dispatch of correspondence and
dispatches originated in, or received by the
Staff. Filed numerically.

Courier Receipts

Copies of signed courier receipts for mail
transmitted by the Staff, Filed chronologically.

Personnel File Control Cards

3 x 5 card showing Official Personnel Files
received by the Staff and individual or office to
whom the file is assigned.

Reference Material

Federal Government, Agency, and Office regulatory
issuances, publications, position standards,
training catalogs, pamphlets and other working
material.

: ]

SEASTRATIVE -

idii

ERNAL 15

ITEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION [NSTRUCTIONS
- Approved For Release 2 320731 001061832)@:?—1
£4 A W e
8. | EDP Listings

Temporary. Destroy upon receipt of new
listing.
Temporary. OCut off at end of calendar year.

Retain two months and destroy.

Temporary. Maintain a two-month
destroy balance.

level and

Temporary. Hold in suspense until file is
returned to Office of Personnel. Destroy
six months after return of file.

Temporary. Destroy when superseded or no
longer needed.

1

FORM NO. l39a USE PREVIOUS

JAN 56

EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

(a1)
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2 STATINTL

OFFICE,

DIVISION, BRANCH

0ffice of Logistics, Security Staff

SIGNATURE

DATE

LTEE
;;ﬁirector of Logistics

25 FER 1975

ITEM FILES IDENTIFICATION VOLUME |l
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) ccuprc FT.) | DISPOSITION INSTRUCTIONS
1, Security Classified Contract Files

a. Case files consisting of copies of memoranda Temporary., Files may be destroyed 2 years
Contractor's Security Agreements, Plant Inspection after company is no longer in business.
Reports and notification to Office of Security of Inactive files may be retired to Records
c¢ontracts let. Used as record of security phases Center and destroyed &4 years after retire-
of contracts. Filed alphabetically by company ment, (GRS 18 Item 11)
name.

b. 3 x 5 Index Cards showing individuals names, Temporary. Destroy upon notification of
company, dates of clearance. Used as cross ref- death of individual or when inactive for
erence to a. above and for answering inquiries 2 years.
from authorized persons as to clearances. Filed
alphabetically by individual's name and by company
name.

¢. 3 x 5 Card showing name of contractor, Temporary. Destroy 1l year after completion
sterility and security information sufficient to of contract,
conduct telephone business and process documents.

This record is made when contract is initiated.
2. Liaison Contact Clearance Files

3 x 5 card containing name of individual, by Temporary. Destroy upon expiration of
whom to be contacted, purpose and dates of request clearance,
and approval, Used as authority to contact em-
ployees of other Government agencies regarding
logistical support activities. (Clearances ef-
fective for 3 years.) Filed by name of organiza-
tion.

e e e Fren R I ahhi
‘ Approved For Reléase 200707712 T CIA-RDP78-073T7AU00100180013-1
FORM NO. |39 USE PREVI s

1 JAN 56

EDITIONS.
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Copies of memoranda, reports, etc. prepared by
the Staff. Filed chronologically.

o

ITEM NO.| "ApprovedsFomReleasEMOHO?HZ : CIA-RDP78 -0781%A000100180013-1_.D1SPOSITION INSTRUCT IONS
3. Classified Contractor Records e -weiwsiw-==-c === T
3 x 5 card record of schedules and performed Temporary. Destroy when card completed and
plant inspection used to schedule inspections and new card made.
for ready reference.
4, Mail Logs
a. Book log of classified mail sent to con- Temporary. Cut off files at end of year.
tractors, Items numbered and cross-referenced Retain 1 year and destroy. (GRS 12 Item 5a)
to Registered Return Receipts,
b. Copies of Document Control Tickets for Temporary. Cut off at end of year, retain
material originated or received in the Staff, 1 year and destroy, s
o L T
10 @2
c. 3 x 5 card used as a log to record and con- Temporary. Destroy years after documents
trol receipt and dispatch of Code Word documents are downgraded, transferred or destroyed.
within OL. LeRIH—Frembmr (Zpmy “)
5. Registered Return Receipts
US Postal Service forms signed by the recipient Temporary. Cut off at end of year. Retain
for classified material sent outside the Agency. 1 year and destroy. (GRS 12 Item 5e)
Cross-referenced to mail log. Filed chrono-
logically.
6., | Staff Subject Files
Copies of memoranda, studies, reports, etc, Temporary. Cut off files each 2 year period,.
prepared or received regarding Logistics security Retain in current file area 1 year and retire
matters, Filed by Agency subject filing system. to Records Center, Destroy 3 years after
retirement.,
7. Chrono Files

Temporary. Cut off at end of each calendar
year, retain 1l year and destroy,

FORM NO. {39a Vst PREVIA

1 JAN 56
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Regulations, catalogs, circulars, procedures and Temporary.,

ITEM NO. u « Approved ¥ anfReleaser 2001/07/12 : CIA-RDP78-0v81%A0§0100180013-1 D ISPOSITION INSTRUCT [ONS
8. Security Violation Files
Copies of memoranda and records of investigations Temporary. Destroy 2 years after last
of individual's security violations. Used in violation. (GRS 18 Item 25)
recommendations and application of penalties.
Filed alphabetically by individual's name,
9. Reference Material

Destroy when superseded or no

directives used for ready reference. lopger needed.

FORM NO. i39a st 13137

1 JAN 56
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CROSS REFERENCE SHEET
RECORDS CONTROL SCHEDULE 3403

OFFICE OF LOGISTICS

iy B
0ld Schedule 3403 %m~um”13“' &0 New Schedule 3403
dated 12 Sep 60 dated 25 Feb 75
. Jtem 1 a, b, & ¢ Item 1 a., b, & ¢ same
Item 2a Ttem 2
2b - deleted

Item 3 - deleted

Item 4a ~Item 3
4b - deleted
Item 5 a & b ' » Item 4 a & b
4e -~ new
Item 6 - ’ Item 5
Item 7a Item ©6

7b « discontinued

Item 8 ’ Item 7
Item 9 - Item 8
Item 10 : Item 9

Approved For Release 2001/07/12 : CIA-RDP78-0731 7A000; 00180013-1
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RECORDS CONTROL SCHEDULE 340473
CONCURRENCE
OFFICE. DIVISION, BRANCH S1GNATURE
O/Logistics Plans and Programs Staff TITLE DATE
ITEM FILES IDENTIFICATIO
NO. (TITLE, DESCRIPTION, ARRANI:EMENT, "D INCLUSIVE DATES) (c\lljgkgMIEr.) DISPOSITION INSTRUCTIONS
supersedes
schedule 34-60A Board of Survey
34-60C Planning Staff
Planning Staff Branch 1 and
Branch 11
STATINTL

PRI
Ly

Records Administration Branch

FORM NO. |3 vst . . Approved For Release 20017/07/12 : CTA-RDP78-

1 JAN 56

EDITIONS.

7317AQ00

100160015-1
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The attached schedule combines Office of Logistics schedules
3404, 3404.01, and 3404,02, Please note change in name from Planning
Staff to Plans & Programs Staff. A number of functions have been
discontinued such as Hot & Cold War Planning (done in DD/O) and
several projects previously listed by name have been phased out with
responsibility and any official records transferred,

Below is a cross reference listing that may be of some assistance,
1f you have any questions please call.

01ld Schedule 3404 New Schedule
Ttem Item
1 1
2 2
3 deleted
4 4
5 3
6 & 7 deleted
8 11
01ld Schedule 3404.01
1 &2 5
3 3
4 11
01d Schedule 3404,02
1 5
2 6
3 3
4 11
0ld Schedule 3404,03 or 34-60-A
1 8
2 9
3 10
4 3
5 (incorporated in New item 1) 1

7 New item taken from
01d Schedule 3400,01
dtd 1969 Item 6

STATINTL
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31 July 1974

MEMREANDUM FOR: DD/M&S Records Management Officer

FROM

.

Dffice of Logistics Records Management Officer

SUBJECT Status of Records Control Schedules

.

v 1. Reference is made to a listing dated 25 Feb 74 subject as above.
Some adjustments should be made in your records to reflect the current
status of the 0L Records Control Schedules.

2. Schedule 34-60-M, Transportation Div., 0/C, Admin. Staff and E

P5CS should be removed from your books. This Division was abolished - -, -

all records listed for the Admin. Staff were temporary in nature and - "7

no longer maintained nor are any deposited in the Records Center. P
For Records of the P&C Staff, Item 9a can be found in Schedule 3400.02 74

item 3. Item 11 of the P&C Staff schedule is now found in Schedule —<**

3416.03 Item %a. All cther items were peculiar to the administration .., .

of that Division which is no longer in existance.

o

3. Your list does not reflect the correct échedule number for

STATINTL

. 4. The Emergency Planning Office (Schedule 30.01-70) functions
transferred to the Office of Logistics are now contained in Schedule 3404,
Below 1is the cross reference information for the 2 schedules:

0ld Schedule 30.01-70 : New Schedule 3404 ’
Items items
1 1
2 - No longer in existance
3,4,5,6, & 8 : 6akhb :
7 *(Chronos-formerly PERMANENT IxNow re-evaluated
9 il as TEMPORARY
Since this i{s no longer a separate office function, as in the past, the per
 majority of the papers fall into Item 6 of the new schedula. signature
' of CIA/
5. 1f you have any questions on these adjustments, please call. RMO
below.

&

STATINTL

cc: RAB Attn Pal
*Approved: Re-evaluation and transfer of Emerge

oo st ot il v

. L prior tothis memo will be und
JR€§S§696199OOBEDMANﬁNgIA Records Management Offic
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RECORDS CONTROL SCHEDULE *~

PRI

3404 STATINTL

OFFICE, DIVISION,
Office of Logistics, Plans and Programs Staff

BRANCH

TITLE

g 0 KDV 973

Director of Logistics

ITEM FILES IDENTIFICATION

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

1. General Correspondence Files

charts, etc., regarding the functions and
activities of the Staff.

Filed by subject.

2, Correspondence Control Files

of incoming and outgoing documents.
number.

3. Chrono Files

ence originated in the Staff.

reference. Filed chronologically.

4, Personnel Files

memos concerning leave, promotions, travel,

Files contain memos, reports, policy papers,

(Files include general
Hgs. Board of Survey correspondence and minutes
of any meetings that are held by the Board.)

Form No. 238, Document Control Ticket, used to
record the receipt, routing, control and dispatch
Filed by

Files containing copies of outgoing correspond-
Used for ready

Folders containing copies of personnel actions,

etc.

Used in administration of personnel in the staff.

21t ol L1 kel

r “g ﬁ'éh

Temporary.

neny
el Yol U

Permanent. Cut off at the end of each
calendar year, retain in current file area
two years and retire to Records Center.
(Files are to be screened prior’ to retirement
and temporary material concerning adminis-
trative papers such as personnel, travel,
requests for services, etc,, destroyed.)

Temporary. Cut off at end of each calendar
year; retain one year and destroy.

Temporary. Cut off at end of each calendar
year, retain one year and destroy.

ee
go 01 %m %é’m
P wm e mew VAT
See 31 9~x~\14 ABAND) ¢

Destroy upon separation from the
Agency. Upon intra-office transfer, forward
to gaining office.

P GN \!

FORM NO.
1 JAN 56

39 USE PREVIEPS

EDITIONS.
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0/logistics Plans and Programs Staff

Tmergency Planning Files

sferred to DCI OpsCtr

Tten 6
in Feb 1977.

Function tran
onal Archives Tten

1e returned from Nati
1le ard added to

When new schedu
gisbics schedu

zghould be geleted from 1o

DDI OpsCbre
211 material retired to fecCt
to OpsCir oy the Recds Officer in Logisticse
see memos 1in packground file in RAB.

r has been transferred
STATINTL

DDA/RMO

A
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Approved ¥ opiRelease 2001/07/12 : CIA-RDP78-07a A0

0100180013-1 DISPOSITION INSTRUCTIONS

Staff Project Files

a. Files containing official papers, memos,
reports and background information, etc.,on
projects and special studies done by the Staff.

b. Working files containing drafts, notes, etcl
used in the preparation of studies, reports, and

{7 HSTRATVE-INTERNAL

Permanent., Retire to Records Center when
no longer actively used or upon termination
or completion of project.

Temporary. Destroy when superseded or no
longer needed.

information contained in a. above.

6. Emergency Planning Files

a, Files documenting the Agency plans for Permanent. Disposal not authorized. When
emergency preparedness containing studies, volume warrents, inactive files may be retired
reports, directives and related background papers| to the Records Center. (GRS 18 - Item 28)

b. Working files used for reference to develop Temporary. Destroy when superseded or no
material contained in a, above. longer needed.

7. Employee Suggestions Files

Copies of comments, memoranda, etc.,regarding Temporary. Cut off at the end of each
employees' suggestions. Filed by suggestion fiscal year. Retain five years and destroy.
number.

8. Headquarters Board of Survey Records

Copies of memoranda, studies, findings, reports Temporary, Destroy two years after action
dispatches, survey actions and other material completed. (GRS 3 - Item 10.c.)
pertaining to reports of survey submitted for
Agency-owned property. Filed by HBS case number.

9. Claims Records

Files containing memoranda, dispatches, studies, Temporary. Retire to Records Center after
findings, recommendations and other material final action on claim, Destroy two years
regarding claims submitted by employees or after retirement.
dependents for loss of or damage to privately
owned property, Filed by name of claimant.

ee TEmT Lk

P i & N P - T

I i ; SR
st WEE
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ITEM NO. Approvedt FopReleaser2001/07/12 : CIA-RDP78-0731%A000100180013-1 . DISPOSITION INSTRUCT [ONS

10. Claims Register

Register of Case Numbers assigned and log of Temporary., Destroy two years after action
claims received, cross referenced to individual is completed. (GRS 3 - Item 10.c.)
or materiel involved.

11. Reference Materiagl

Copies of Agency and Office Regulatory Temporary. Destroy when superseded or no
issuances, pamphlets, brochures, directories, etc., longer needed.
used for reference purposes,

0T, 139a 135,125 Approved For RaleReR 2001 25 FUnRRP7E:8T717609PA003800131
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ppre A Dibd FAASR AN
RECORDS CONTROL SCHEDULE SECRET 3407.00
OFFICE, DIVISION, BRANCH S1G
Office of Logistics - Logistics Services Division 25X1A
Office of the Chief TITEX ATE , /
ecutive Officar Ar LI s
L4 A4 ™)

ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
1. |Subject Files

Files documenting the activities and administra-
tion of the Logistics Services Division in carrying
out their responsibility for logistical support to
the Agency in the Washington Metropolitan area in
support of Agency installations, buildings and
personnel in the flelds of supply, space allocation
and utilization, buildings facilities, passenger
transportation, telephone facilities, and mail and
courier service. Filed according to Agency Subject
Filing System,

Project Files

a. Files contalning memoranda, contracts,
approvals, authorities, and accountings for the
redecoration of Agency Space. Filed by Contract
No.

b, Fine Arts Committee Files

Files containing memoranda, minutes of
meetings projects undertaken by the Fine Ar'ts
Committee, contracts, vouchers and records of
properties on loan to the Agency. Filed alphabet-
ically.

Budget Files

Working files containing copies of memoranda,
program calls, and working papers, used in
conjunction with the submission of the Budget.,
Filed chronologically.

FORM NO.
1 JAN 56

Temporary. GCut off at end of each calendar
year; retain in current file area one year

and retire to Records Center, Destroy 5

years after close of calendar year involved.
Office records of permanent valuie and not
authorized for destruction are to be trans-
ferred to the Executive Office Subject
Correspondence File (OL Records Schedule 3400
Item 8) for permanent storage and preservatiom.
(GRS 11 Item 1) :

Temporary. Upon completion of project,
transfer to Item 1 above for disposal.

Temporary. Upon completion of project,
transfer to Item 1 above for disposal.

Temporary., OCut off at end of each Fiscal
Year. Incorporate in Item 1, Subject Files,
with same disposition.
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a. Consolidated Memorandum Receipt File

The annual CMR listing, adjustments and
reconciliations thereto for accounts 7800-and 7811.

pr——— Approved Forfieleaser : CIA] FLFEPQ0100180013-1 D15POSITION INSTRUCT IONS
N BRIV |
4. | Chronological File

Convenience file consisting of copies of Temporary. Out off every six months; retain

material originating in the Division. six months, then destroy. Srien Fuil
5. | Personnel Files

a, Individual employee folders used in admin- Temporary. Destroy upon separation from the
istration of personnel; content includes memos, Agency. Upon intra or inter-office transfer,
training requests, commendations, fitness reports, forward to gaining office. GRS 1 Item 1D
travel orders, etc. Filed alphabetically by
surname,

b. Overtime records containing allocated over- Temporary., Cut off at end of each Fiscal
time authorization for the Division, records of Year, incorporate in Item 1, Subject Files,
overtime for Security Escort duty and vouchers with same disposition. S
for transfer of funds for this overtime, : ’ ‘

c. Form 642, Personal Fmergency and Locator

Record
Copy of form maintained for each LSD Temporary. Upon employee transfer, form is
employee, showing locator and emergency informa- sent to gaining office. A A
tion, Changes are sent to Personnel and Training
Staff for updating Agency machine listing.
6. | Document Logs

Form 238, Document Control Ticket recording Temporary. Cut off at the end of each
classified and other material received in and calendar year; retain one year and destroy.
dispatched from the Division, Filed by date or (GRS 12, Item 6.a,)
source and cross referenced to point of filing.

7. | Responsible Officer Files

Temporary. Upon receipt of new CMR and
appropriate verification, the superseded one
can be destroyed.

FORM NO.
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Computer Run on Agency Metropolitan Area Space
iCRAMSi

File consists of computer listing of all Agency
occupied space in the metropolitan area, broken
down by building and component. Used for ready
reference only., Published quarterly.

Reference Material

Regulations, handbooks, catalogues, briefing
notes, etc., used for ready reference.

ITEM NO. Approyag - gpaneleaser d01/0/712 7 CIA-RDE Lo+ 0013-1T DisPoSITION INSTRUCT |ONS
b. Material Record Card :}
Form 1331 is used to record motor vehicles Temporary. Transfer to inactive files upon
assigned to LSD and to document their Internal use disposition of wvehicle. Retain sixzx months
Cross referenced and filed by MV number and stock and destroy. (GRS 10 Item 2.a.)
number.
8-

Temporary. Outdated listing to be destroyed
upon recelpt of new computer run, (GRS 11
Item 2.a.) e,

ﬂac&né B A g

ER PP ST

Temporary. Destroy when superseded or no
longer needed. PGV LA,
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RECORDS CONTROL SCHEDULE I3 3407.01
OFFICE, DIVISION. BRANCH S 16|
Office of Logistics - Logistics Services Division 25X1A
Architectural Design Staff TITLES * . DATE ;
~ Executive Officer, OI o/ /2 // >
INTC;-:.M (TITLE, DESCRIPTEC')II\;FSAR;?%%EAIIAEIJ;,ATA}V%NINCLUSIVE DATES) (c\zlzglz_gMIEr. ) DISPOSITION INSTRUCTIONS
1. |Computer Run on Agency Metropolitan Area Space
CRAMS
a. Computer run outlining space by square foot Temporary. Maintain a 1 year level, destroy
held by all Agency components in the Metropolitan balance. GRS - n e
area, This run is forwarded to Agency components
for updating on a quarterly basis,
b, IBM punched cards for a. above. These cards Temporary. Destroy when superseded or no
are used to update the computer run. Two sets longer needed. Leiiy- 2
are maintained. Filed by organizational component.
2. |Drawings Files

Drawings of space planning, alterations, modi-
fications and design for Agency occupied buildings
in the Headquarters area.

Work Order Files

Working files containing job orders and informa-
tion necessary for making drawings for alterations,
modifications, etec. Upon completion of job these
files are forwarded to Space Maintenance and
Facilities Branch for performance of work.

Document Control Files

Form 238 used as alog record for recording
classified and other material received in and
dispatched from Staff,

Fonu no. | gg vs+ rec ARBTOVEd FOT Release 2001707712 CIA-RDP?S;EB’RW

1 JAN 56

EDITIONS.

Temporary, Destroy when superseded or no
longer needed. (GRS 11 - Item 2.a.)

Temporary .
to SM&F Br,
in 2, above.

Completed actions are forwarded
Copy of finished drawing, filed

Temporary. Cut off at end of each calendar
year. Retain 1 year and destroy. (GRS 12 -
Iten 6.a.)
I TO0T800T3-1
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RECORDS CONTROL SCHEDULE

CTRINDT TOYOTIT7T

SECRE

FaYa
Im\"A"d

OFF ICE,

DIVISION, BRANCH

Office of Logistics - Logistics Services Division

Building Services Branch

25X1A

TITLE
vExecuiive Offizer, OL

DATE

IEVEY,

IJ(;E M (TITLE, DESCRIPTION. SARIRDAI%EELII;!\;T(;.AEI'V%NINCLUSIVE DATES ) (C\nglngfgr. ) DISPOSITION [NSTRUCTIONS
1. Correspondence Files
Coples of memos, letters, reports, procedures, Temporary. OCut off at the end of the Fiscal
ete., received and/or prepared and used in admin- Year; retain in current file area one year;
istering the various Building Supply Offices and retire to Records Center and destroy two years
the Administrative Supply function for Headquartersl. thereafter. (GRS 11 - Item 1)
Filed according to Agency Subject Filing System,
2, |Personnel Files
a. Contain copies of Fitness Reports, Action Temporary, Destroy upon separation from the
Data, Travel Vouchers, and Training information Agency. Upon intra or inter-office transfer
etc. on each employee of the Branch, forward to gaining office. (GRS 1 - Item 1I§
b, Leave Records - coples of IBM listings of Temporary. Maintain no more than a 3 month
leave used and balances for Branch employees. A level, L85 2~ @
vacation schedule is maintained in chart form for '
ready reference purposes,
3. | Imprest Fund Records
Copies of all documents relating to the processing Temporary. Retain one year after audit and
involved in the administration of a $2000 imprest destroy. &S g A3
fund, Contains authorizations, reports of cash on >
hand and vouchers and receipts for cash purchases.
Vouchers and receipts forwarded to Finance. Filed
chronologically.
AR Authorization Files
File contains a current listing of all Agency Temporary. Destroy as superseded. o
Records Management Officers., This listing is used ' Awrn R
in verifying approvals for filing equipment and for
special filing supplies.
Forw No. |39 vet . Approved For Release 2001/07T1Z CIA-RDWU T00T800T3-1 o
1 JAN 56 EDITIONS. - ¥ G -
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1 TEM NO. Approvad FosdrRelease 2001/0/7/12 = CIA- - 0013-1 DISPOSITION INSTRUCT IONS
| e OFURE]
5.| Requisition Files

a. Files contain copies of requisitions, Form Temporary. Segregate completed files and
88, and Form 1490 documenting the supply service destroy no later than 3 months after the
furnished to Headquarters components. Filed by end of the Fiscal Year. orE ..
number assigned in BSB.

b. Log Book containing numbers, dates and Temporary. Destroy when no longer needed
contacts used as cross reference to a. above. for ready reference. ppnats SV

6. | GSA Requisitions

a. Files contain basic documents recording the Temporary. Files may be destroyed at the
request from the originating office, and the sub- end of Fiscal Year if completed. G 5 3. ¢
sequent required paper work to effect the procure- -
ment from GSA., Filed by requisition number.

b. Binder identifying GSA order numbers and Temporary. Destroy when no longer needed
serving as a cross reference point to Agency for reference., cbe
requisition numbers.

7. | Stock Record Cards

Form No. 16B - administrative items nomenclature Temporary. Completed cards retained for one
cards (5x8) giving description, stock levels etc. year then destroyed. Go3 s
Used in writing requisitions for stock replenish- T
ment. Filed by stock number.

8. | Disposition of Eouipment

Form No, 1707 and 1490, Property-Turn-In Slips Temporary., Cut off at the end of the Fiscal
authorizing repair, return to stock or disposition Year. Retain 1 year then destroy.
for items turned in to the Depot. Files also &S5
contain Reports of Survey on lost, stolen or
damaged property.

9. | Property In-Use Runs

Machine prepared listings of Account 6805 Temporary. Destroy when superseded or no

property~in-use. longer needed, L AT
ornabcT
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' OLURET '
10, | Stock Forms Machine Runs
Machine prepared listing of current stock forms., Temporary. Destroy as superseded. ~ e .~ic.
P5X1A
11.
Temporary. After information is incorporated
into Activity Report, retain 1 year and
destroy.
12.} Service Contract Files
Files contain copies of contracts and requisi- Temporary. Dispose after 1 year. _
tions for nonpersonal services and maintenance. G T
Filed by requisition number. ”
13, | Service Call Records
A book record documenting service calls for Temporary. Destroy completed pages at the
electrical equipment, i.e. Typewriters, Thermofax, end of three months or as soon as no longer
Time and Date Machines, etc.; and a separate book needed for reference,
for service calls on manual typewriters and
furniture repair. Listed chronologically.
14. | Property Passes
a. Requests and authorizations for permanent Temporary. Retain in current files until
property passes to facilitate movement of govern- superseded or cancelled. If volume warrants,
ment property between buildings. retire to Records Center., Destroy after 2
years.
b, Index cards, 3x5, cross referenced to a.
above, used for ready reference.
c. Form 1851 - Custody Receipt - property pass Temporary. Cut off at end of calendar year.
for "one-time" use to permit removal of property Retain 1 year and destroy
from Agency buildings,
FORM NO. m‘i@kp

(41)
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DISPOSITION INSTRUCTIONS

15.

S

Operational Supply Records

a. Personal Property Records

A 5%8 card record of non-expendable items
charged to individuals including actual signature.
Filed alphabetically

b. Hand Receipts

Signed copies of Form 752 documenting the
temporary loan of operational items to individuals
Filed alphabetically.

c¢. An alphabetical file of the basic requisi-
tion with the signature of the approving officer
for all 90 day loan items.

d. Files contain copies of the service con-
tracts and other documentation on the repair of
operational equipment under SC-2 conditions.
Filed by contract number.

e, Files containing lists of individuals who
are elther being transferred, PCS, resigning,
retiring or may have been deceased, who may be
responsible for some government property.

g. Nomenclature_ Cards

Form No. 16B, item nomenclature cards
(5x8) giving detailed description and other
information regarding operational stock items,
Used in writing requisitions for stock replenish-
ment. Filed alphabetically by nomenclature.

ORET

|l ¥ ¥

Temporary. Destroy upon return of property
or upon adjustment of records. Unaccounted
property reported to C/LSD and/or Property
Survey Board.

Temporary. Return to charged individual when
item is turned back in.

Temporary., Return to charged individual when
item is turned back in.

Temporary. Retain for one year in current
file area. If volume warrants retire to
the Records Center; destroy after 3 yéars.

Temporary. After list has been checked,
any outstanding property so charged returned,
listing can be destroyed. ’

Temporary. Keep cards one year after
completion, then destroy.

FORM NO.
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ITEM NO. Approved Faniteleaser2001/07/12 CIA-RDPZT;%% 0100180013-1 DISPOSITION INSTRUCT IONS

O

Files consist of copies of requisitions, purchas

16.+ Receiving Files

L

Temporary. GCut off at the end of Fiscal

orders, receiving documents, packing slips, etc. Year as completed, Retain no longer than
on receipt of material., Filed by voucher number.. 2 years plus the current year, then destroy.
17.: Logs
a. Book log cross referencing Agency Voucher Temporary. Destroy when no longer needed for
numbers to FEDSTRIP Orders. | reference,
b. Book log which serves to cross reference Temporary. Destroy when no longer needed for
voucher number to debit voucher number. reference,

c. Activity Log

Daily Activity Log used to record all Temporary. Cut off at end of calendar year.
activities regarding delivery, relocation, turn-in Retain 1 year and destroy.
of furniture and supplies and services performed.
Records of overtime is also kept in this log.
Used for reference and for compiling weekly
reports.

d. Carpet Inventory Log.
Log showing record of location, number of Temporary. Destroy when superseded or no

square feet, type and condition of all carpeting longer needed.
in Agency buildings in the Headquarters Area.

e, Carpet Maintenance and Installation Log
Record of all maintenance and installation Temporary., Cut off at end of calendar year.

of carpet in the Headquarters area. Used for Retain 1 year and destroy.
scheduling maintenance.,

18, | Template Files

Files contain completed templates for Agency Temporary., Destroy when superseded or no
space. Used for reference purposes. longer needed.

oS, 139a 131, 2s Approved For Relegge 2001 2s iyiter SRGRETPPI902500931
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. SECR

Reference Material

Copies of pricing guides, commercial catalogs, Temporary. Destroy when superseded or no
technical manuals, Agency catalogs and changes, longer needed. \ Yy fod
Agency regulations, notices and handbooks used as ‘
reference in the operation of the Branch., This
file also contains GSA Bulletins and Regulations.

oo, 139a 127, sy APPoved For Relene 201107126 GAMRP RIS HA0P2 901800131
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OFFICE,

DIYISION., BRANCH

Office of Logistics - Logistics Services Division

Mail and Courier Branch

lNT(§E " (TITLE, DESCRIPT;OIIIV_,ESARIREIEV’:EBEIJT(‘:,AEIIV%NINCLUSIVE DATES) (c\{/gingIEr. ) DISPOSITION INSTRUCTIONS
L. Subject Files

Subject files maintained by the Chief of the Temporary. Cut off at end of each calendar
Mail and Courier Branch, Used in connection with year; retain in current file area one year
the daily operations of the mail services in the and retire to Records Center, Destroy 2
Agency. Files contain memos and printed material years thereafter. (GRS 12 - Item 2)
concerning such subjects as communications,
security clearances, training,.requisitions for
supplies and equipment, administrative issuances
and similar material, Filed according to Agency
Subject Filing System.

2. Imprest Stamp Account Files

Files accumulated by the Postage Stamp Custodian
in requesting and accounting for stamps used by the
Agency.

a. Form 239 "Postage Slip". These are forwarded Temporary. Cut off at the end of Fiscal
with outgoing mail to Central Mail Room as author- Year., Hold in current file area 1 year and
ity for use of postage. retire to Records Center. Destroy 3 years

after retirement. (GRS 7 - Item 4.a.)

b. Memoranda of request, approval and amendment Temporary. Destroy after account is
of establishment of imprest postage stamp account; abolished.
names of custodians and changes to custodians.

Filed by account and chronologically thereunder.

c. Memorandum requests for replenishment of Temporary. Cut off at the end of the Fiscal
postage stamp accounts of the Agency and "Postage Year; hold in current file area 1 year and
Stamp Summary Sheets" (Form 1434) showing amount retire to Records Center. Destroy 3 years
received, issued and balance. Filed chrono- after retirement.
logically.
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Various receipt forms for documents transmitted
through the Agency courier system.

a. Courier's Classified Mail Receipts. These
are record copies of delivery receipts signed by
addressees for all mail delivered by the Agency
courier service. Consist of "Courier's Classified
Mail Receipt" for confidential, secret and Top
Secret mail., Iiled chronologically.

b, Courier's Classified Mail receipts. These
are copies of récéipts (including TS) prepared by
Mail and Courier Branch. Signed by couriers for
delivering to addressees.

¢, Document Receipts. These consist of
various forms of receipts (DOD, AF & State) signed
by couriers upon pick-up of mail from other
Government Agencies for delivery within CIA.
Filed by Agency and chronologieally thereunder.

d. Pouch Receipts. Incoming and outgoing
receipts for locked mail pouches containing over-
seas dispatches transmitted through State Depart-
ment and Department of Defense (Army and Navy).
Filed chronologically.

VILULL L

d. Detailed accounting of the stamps and funds Temporary. Destroy 1 year after audit.
utilized by the Branch. Unnumbered form used in
reconclling the account for the Branch records.

e. Stamp Account Books

File contains the detailed statistical Temporary. Retire to Records Center 1 year
official figures of the stamp accounts. Filed after audit. Destroy 3 years after retire-
chronologically. ment.
3. Courier Mail Receipts

Temporary. Cut off each three months and
retire to Records Center, Destroy 1 year
thereafter., (GRS 12 - Item 6.a.)

Temporary. Destroy after: 1 year.
(GRS 12 - Item 6é.a.)

Temporary. Maintain a 1 year level and
destroy balance. (GRS 12 - Item 6.a.)

Temporary., Maintain a 1 year level and
destroy balance. (GRS 12 - Item 6.a.)

FORM NO. |39, USE pnevAnproved For
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ITEM NO. Approvad T oranelease 01707112 : CIA-RDD/B 0013-1 DISPOSITION INSTRUCTIONS

OLURLCL

Le:'| Registered Mail Records

Records documenting the receipt, dispatch and
delivery of registered and insured mail of the
Agency.

a. Registered Mail Logs

These logs consist of US POD Forms 3881-A, Temporary. GCut off at the end of year;
3877-A, 3883, or similar forms used for the pur- maintain in current file 1 year and destroy.
pose of recording all incoming and outgoing overt (GRS 12 - Item 5)

registered mail for the Agency. Outgoing logs
maintained numerically within number blocks
assigned to each log. Incoming logs maintained
chronologically.

b. Registry Dispatch Books

These are US POD Forms 2852 or similar Temporary., OCut off at the end of year;
forms recording receipt or dispatch of registered maintain in current file area 1 year and
mail pouches. Filed chronologically. destroy. (GRS 12 - Item 5)

c. Post Office Recelipts for Registered and
Insured Mail.

These are various US POD Forms (3813, Temporary. Cut off at end of year, retain
3806-S, 3881-A and 3824) signed by the Post Office 1 year and destroy.
for receipt of outgoing registered and insured
mail, Filed chronologically.

5. Top Secret Log

This consists of an unnumbered form used to Temporary. Maintain a 1 year level and
show the courier responsible for delivery of TS destroy balance,
material, date, and time material moves from the
Central Mail, This is used for a more stringent
control, Filed chronologically.

oL, 139a 12 iy ARProved For Rgleaan 28R A12 GIARRPTERAS HHigPPI01R001 -



ITEM NO.

Approved Fasireleaser : -

0013-1 DIiSPOSITION INSTRUCT IONS

6.

10.

11.

J
Courier Schedules

Courier Trip Schedules. Daily work sheets and
record of couriers dispatched. (Form 477 and
others.) TFiled chronologically.,

Employee Locator File

Flex~o-line machine record listing of
Used in routing of
Filed

a.
Agency personnel on duty.
incoming mail addressed to individuals.
alphabetically.

b. IBM card shwoing separations or changes in
status to Flex-o-line see a. above,

Budget Material

Background budget materials, including Branch
estimates, final submissions and related papers.

Daily Transportation Records

File contains the documentatlon covering the
operation of the various vehicles assigned to the
Branch, It records the name of the driver to
whom the vehicle was assigned, car make and
number, and the hours of operation and mileage.
Filed chronologically.

Vehicle Record

Form No. 970, (3x5 card), to record pertinent
data on each of the #ehiclés assigned to the
Branch.,

Personnel Files

a. Folders on each employee of the Branch,
containing copies of memos, personnel action,
information, specilal clearance data, training
requests, etc. used in the administration of
personnel, Filed alphabetically by surname.

(V73

Temporary. Filed daily. Maintain a 3
months level and destroy balance.

Temporary. Destroy upon receipt of notifica-
tion of separation or decease.

Temporary. Retain 1 year and destroy.

Temporary. Not an official record. Keep
only as needed for reference, then destroy.

Temporary. Maintain a 3 month level,
destroy balance.

Temporary.
vehicle,

Destroy upon disposition of

Temporary. Destroy upon separation from the
Agency. Upon intra or inter-office transfer,
forward to gaining office.
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) JLEURET
b. Binder containing current information of Temporary. Maintain current information
names, addresses, phone numbers, etc. of all only. Destroy superseded pages.
couriers so that they may be contacted immediately
to fill in and/or replace others on special and/
or regular runs.
¢. Binder using unnumbered Personnel Informa- Temporary. Maintain current information
tion Form to document a condensed version of the only. Destroy upon separation or transfer
biographic data on each couriler. of employee.
12. Reference Material
Regulations, handbooks, meter books, postal Temporary. Destroy when superseded or no
manual, zip codes, etc, used for reference, longer needed.
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RECORDS CONTROL SCHEDULE SECRET

SCHEDULE NO

3407.04

OFFICE.

DIVISION, BRANCH

Office of Logistics - Logistics Services Division

Motor Pool Branch

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME

(CUBIC FT.)

icer, 2/ 2./ >y

DISPOSITION INSTRUCT IONS

1.

3.

Subject Files

Files consisting of coples of memos, letters,
reports, procedures, schedules and other material
pertaining to the administration of the Branch,
assignment of vehicles, purchase of new cars,
contracts for repairs and various subjects. Filed
according to Agency subject file system.

Personnel Files

a. Folders containing memoranda, agreements,
commendations, and Fitness Reports. Filed
alphabetically.

b. Service Record Cards, SF -0F4-B, showing
position number, name, address, grade, salary,
actions, ete.

Vehicle Files

Files pertaining to the acquisition, utilization
and disposition of domestic vehicles, including
trucks, busses and passenger cars. Records of
maintenance work performed on assigned vehicles
and of work done on cars within the Washington Area
Files contain "Daily Job Orders", the "Monthly
Report of Maintenance" and Annual Reports. Filed
by make of car and numerically thereunder.

FORM NO.
1 JAN 56
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Temporary. Out off

Temporary. Destroy
separation from the

Temporary., Destroy

separation from the

Temporary., Destroy
of vehicle. (GRS 10

Destroy 2 years thereafter. (GRS 10 - Item 1)

each 2 year period.,

upon transfer or
Branch.

upon transfer or
Branch.

3 years after disposal
- Item 2)

T0UT8UUTS-1

(41)




ITEM NO. ApprovectFopReleaser2001/07/12 : CIA-RDP78-07304A0 0100180013-1 DISPOSITION INSTRUCT TONS
be Agency Driver Qualification Files S“GRET

Records concerning Agency employees qualified
to drive Agency vehicles.,

a. Files consisting of memos requesting Temporary. Place in inactive file upon final
qualification of employees to drive Agency separation from the Agency or cancellation of
vehicles; medical qualification forms; check lists permit, Retire to Records Center as volume
and score sheets for road tests, and other warrants., Destroy 3 years thereafter.
pertinent information. Filed alphabetically by (GRS 1 - Item 26)
employee's name and permit number.

b, 3x5 card record giving brief summsry of Temporary., Destroy 3 years after final
information contained in files (see a. above). separation from the Agency. Place in inactive
Used as ready reference. Filed alphabetically. folder upon notice of separation or cancel-

lation. (see a. above)

¢. Looseleaf book register of Permit Numbers Temporary. Destroy 3 years after last permit
and expiration dates. Services as record of expires.
permit numbers issued and tickler to check on
renewals, Cut off when binder Is full.

5. | Register of FExecutive Office Tags

These are 3x5 cards recording EO Tags ordered, Temporary, Place obsolete EO Tag files in
received, in use and location., Tags are inactive files for a period of 1 year then
reassigned continuously. Filed by tag number. destroy. Tags become obsolete upon receipt

of replacements for damaged or superseded tags
6. | Record of Accidents

Files containing Accident Reports (SF-91) Temporary, If volume warrants, retire to
Survey Reports; correspondence; statements; Records Center, destroy 6 years after case
estimates of repair; and other data concerning is closed. (GRS 10 - Item 5)
accidents involving Agency vehicles. Filed by
driver's name and vehicle thereunder.

) - CIARDPT® 00100180013-1
o, 1300 £33, 125; APProved For Relense 200712 G RP G DR 901800




ITEM NO. Approved FaviReleaser2001/07/12 : CIA-RDP7§-0V31LA000100180013-1 5 15P0S ITION INSTRUCT [ONS
7. | Operating Records SE Ktl

a. Daily Operationazl Reports

Form 164, daily record of name of driver, Temporary. Destroy after 3 months. Cut off
car number, hours of operation and mileage of each, maintain a 3 month level. (GRS 10 -
Agency cars in use. Used in analysis for report- Item 2.a.)

ing purposes, and record of where car is at a
given time in case of accident., Filed chrono-
logically by month; thereunder by tag number,

b. Miteage Records

Book record of mileage of all domestic Temporary. Destroy 3 months after book is
vehicles. Compiled from "Daily Operational complete. (GRS 10 - Item 2.a.)
Reports" by months and by tag numbers for report-
ing purposes.

c. Dispatch Record

Form 539 and related reports, recording Temporary, Destroy after 3 months.
calls and dispatch of cars from the Motor Pool. (GRS 10 - Item 2.a.)
Filed chronologically.,

8. | Property Accountability on Vehicles, Parts, etc.

Records concerning accountability for Agency
vehicles, equlpment, parts, accessories and
supplie s stored in the garage.

a. "Supply Record Card" and MProperty Inventory Temporary. Destroy 4 years after item
Records", or similar records, showing vehicles by disposed of or completion of card.
make, accessories, parts, equipment, oil and gas (GRS 8 - Item 4)

by name or number, and balance on hand. These
records are continuous until vehicle disposed of,
or parts, ete. discontinued or depleted.

b. "Property Turn-In Slip" and copies of Pur- Temporary. Cut off at end of year. Retain
chase Orders, or similar documents used as credits 1 year in current file area., Retire to
and debits to account record, a. above, Filed Records Center and destroy 4 years thereafter.
chronologically. (GRS 8 -~ Item 4)

T 1888 2 APPTOved For Relegan OB SRR QBT RBp R



Approvagd

80013-1 DisSPOSITION INSTRUCTIONS

s ITEM NO.

‘.¢c., "Delivery Ticket and Receipt", record of Temporary. Destroy 3 months after audit.
oil and gas dispensed from stock supply. Filed (GRS 8 - Item 4)
chronologically.
d, Monthly Abstract of issued Automotiwe Temporary. Destroy after /4 years.
operating Supplies. .
9. | Reference Material
Agency and office regulatory issuances, varlous | Temporary., Destroy when superseded or no
catalogs, msnuals, etc. on motor vehicle repair, longer needed.
listings of tools and parts and other material
used for ready reference in the operation of the
Motor Pool.
. use prevA roved For | 2 . - = -
L 1388 1 PPrOved o e g 2 RSB MR 012007 -




Approved For

RECORDS CONTROL SCHEDULE . - SECRSET

204200421
T

TUUTOUUTYO
SCHEDULE NO.

3407.05

OFF.ICE,

DIVISION, BRANCH

Office of Logistics - Logistics Services Division

Space Maintenance and Facilities Branch

25X1A

e I

oo (TITLE, DESCRIPTF;(l)I{;,ESARL?[,)UEVI\(‘?;AI{;\;?(':,AEIIVgNINCLUSIVE DATES) (C‘L/Igl;gMIET. ) DISPOSITION INSTRUCTIONS
1. | Subject Files
a. Files documenting the administration and Temporary. OCut off at the end of each
activities of the Branch in regard to alterations, calendar year; retain in current file area
renovations, and modifications to the Headquarters 3 years and destroy. Policy papers to be
Bullding and to overt space in the Washington area incorporated into and retired with files
and files pertaining to required maintenance and of the Office of the Chief, LSD. (Schedule
services in such buildings., Budgetary data and 3407.00 Item 1) " (GRS 11 - Item 1)
documents pertaining to policy and procedures
governing Headquarters parking system, Files
consist of memorandum, l&tters, reports, studies,
ete., Filed by Agency Subject Filing System.
b. Chronological files consisting of copies Temporary., Cut off at the end of each
of correspondence originated in the Branch. calendar year, retain 1 year and destroy.
Ay S
2. | Document Control Files
Form 238 used as a log to record classified Temporary. Cut off at the end of each
and other material received in and dispatched calendar year; retain 1 year and destroy.
from the Branch. (GRS 12 - Item 6.a,)
3. | Work Order Files
a. Files containing requests for building Temporary. Segregate completed files. Cut
alterations, work orders levied on PBS/GSA and off at end of each Fiscal Year; retain in
any other pertinent background material on eurrent file area 3 years and destroy. ?,ﬁ’f—lé-z..-
particular jobs. Filed numerically. v
b. Copies of GSA Work Order Form No. 1354 used Temporary, Cut off at the end of each
in the obligation and liquidation of funds by the Figscal Year; retain in current file area 3
Branch, Filed numerically under the classifica- years and destroy. GRS
tion "liquidated" and "unliquidated.™ o
FORM NO. |39 use rrevipproved For Release 2001/07/12 CIA-R"D'%EMO UTOUTS0UTS=T

1 JAN 56

EDITIONS.,

(a1)



[7em wo. Approved FacRelease 200107712 T CIA-RDP 7807 (ZA000T00T80013-T 515705 710% INSTRUCT 1oNs

SFCRET

Agency regulations, instructions, handbooks, Temporary, Destroy when superseded or no
notices, etc; supply catalogs, jgehnical manuals, longer needed. R Al
and commercial catalogs.

Lo Reference Material

LI, 1390 1 2L APRTOved For Releag TS TR QA PR R0
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7 Wgp W%

MEMORANDUM FOR: Records Administration Branch

FROM : Office of Logistics Records Officer
SUBJECT : Transfer of Records Control Schedule
STATINTL REFERENCE . oY [ cated 30 August 1973

1, Effective 1 September 1973 the Telephone Facilities
Branch, Logistics Services Division, Office of Logistics, was
transferred to the Office of Communications,

2, A copy of Records Control Schedule 3407,06 has been
forwarded to Office of Communications for their information
and/or use. It is requested your records be changed to
reflect this transfer,

Distribution
Orig & 2 - Addressee
1l -~ OL/Official
1 -« OL Reader

STATINTL oL/E0 /RsS/ | 2261 (7 Sep 73)

Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1
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25X1A

Approved For Releasﬁ001lo7l1? ﬁ@&

< eboizaidAfdza000100480013-1

Director of lLogistics | 15 Janvery 1962

Arec Records Officer
CIA Records Administretion Officer

Bevised Becords Comtrol Schedule

1. The vevised Records Control Scheduls for the Printing
mmmwmmmammrma The

2. mmmm:mmemm
in the itan and the dispositiop instruetions.
wmtm mmwmumtmmﬂ

necessary to carry
mﬁm Mﬁmomh,!aapmm&m,
Wamwhtmmmnﬁiwamh
for resords managewent practices, Iﬁulﬁghmr,cmn
k1 eu. £t. of Requisition Piles which are "not official voucher
Piles™ for PY 1955-1562, Thig I feel, is a rather large volume

which, uniovbbedly, could be reduced the immediate
W of the disposition instruction spproved for that

3. Tiw completion of this schedule reduces to thyes the
muibar of Divisions heving schedules yet to be revised for your
Office, These include the Procuresent, Real Estate end Con-
straction, snl Bwpply Divisions. If help is desired in
couplieting these sche@ules we will be to asslst you. You
will find that up-to-date schedules help to simplify office

Eeelosure
Digbribution:
Original - O/L
1 - Records Center
1 - Records Systems & Disp. Branch
V?- RMS File Copy

Approved For I A IEATREPT b7 317A000100180013-1
DDS/RMS/R tewb (15 Jan. 62) '

25X1A
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v
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CLASSIFICATION OLD SCHEDULE NO(S). *}WM REVISED SCHEDULE NO.
v RECORDS CONTROL SCHEDULE , 3608 =0 78 3408 - 76~
oFFicE. biviston, BrancH Office of Logistics, Printing Services DATE(S) OF OLD SCHEDULE(S) DATE OF CONCURRENCE
ivisi i i 29 Jun 1970 T WER 19
Division, Office of the Chief un

TYPE CONCURRENCE OFFICER'S NAME AND TITLE

STATINTL

Executive Officer

CONCUR

INTL

AN?DLDITSECMHEN[:)U(LSE). 'NTOEM (TITLE, DESCRIPTI(;I\H- Efxéfﬁggﬁgﬁffwﬁg INCLUSIVE DATES) (CU. FT.) DISPOSITION INSTRUCTIONS
3408=10
1. 1.! Correspondence Subject Files
14, of o . . _— o . |
?W; Files documenting the activities of the Divit Temporary. Cut off files at the end of
!Q_ p sion, consisting of memoranda, letters, re- each calendar year. Retain in current
@yaaxg ) ports, studies, charts and various forms used file area 2 years and retire to Record
@gﬂwA in administering the personnel and operations Center. Destroy 3 years after retire-
of the Division. Filed according to Agency ment. Records of permanent value are
subject filing system., i to be transferred to the Dir, of
Logistics subject files (Records
Schedule 3400.,02 - Item 1) for
permanent storage and preservation,
(GRS 13, Item 2)
2. 2, | Document Control Record
Document Control Tickets, Form 238, record- Temporary, Cut off at the end of each
ing classified and other material received in calendar year; retain 1l year, then
and dispatched from the Division. Filed by destroy.,
date or source and cross referenced to point
of filing, (NON-RECORD)
3. 3. | Chrono Files
Copies of correspondence prepared by the Temporary. Cut off at the end of each
Division, Filed chronologically, calendar year; retain 2 years, then
destroy.
4. 4, | Personnel Records
a. Service Record Cards
OF-4B cards showing record of employment Temporary, Destroy upon s€Raration
and brief of all actions on each employee of from Agency, Upon transfer of employed
the Division. forward to gaining office. (G?RS“‘E) 0“
N LASSIF[CATION (a1) A%
FORM |39 2273heRs TTEYIOYY . E-2, IMPDET CL BY: 512{

Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1
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,OLD SCHEDULE
AND ITEM NO(S).

NEW
ITEM
NO.

CLASSIFICATION
FILES IDENTIFICATION

W@ﬂ 1
VOLUME

DISPOSITION INSTRUCTIONS

€L (new

b. Personnel Folders

Contain copies of Personnel Actions,
Fitness Reports, correspondence, travel orders
and vouchers, and records of internal Division
training on each employee of the Division.

¢, Leave Records

. Copies of machine listings of leave used
and balances for Division employees,

d. Central Emergency & Locator Record
(CEMLOC)

Copies of Form 642 containing emergency
and locator information for each employee of
the Division.

Reference Material

Copies of Agency and Office regulations,

| pamphlets, catalogs, books, technical publica-

tions, etc. used for reference purposes.

Temporary. Destroy upon separation
from the Agency. Upon transfer of
employee, forward: to gaining office,

Temporary. Maintain a 1 year level.
Destroy balance,

Temporary., Upon transfer of employee
forward to gaining office. Upon
separation from the Agency, forward to
Personnel & Training Staff, OL.

Temporary. Destroy when superseded or
no longer needed. oo Ze
5 e ‘ wrbedy by sk lan

7 g,én 2,&(52&4%&4 5‘5¢4rﬁﬂ¢&za??
,6h-7ww. PH F Moy 76

FORM [3Qa pacvious

8-74

EDITIONS

ApReEz039 § QOREROSS2BPAVRE/12 : CIA-RDP78-U7T37#A000100180013-1

CONTINUATION SHEET

(41)
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RECORDS CO”TRO’ SCREDULE CLASSIFICATION OLD SCHEDULE NOI(S). REVISED SCHENOLE NO.

- 3408 07~ 70 3408,01 = 76"

oFFiceE. pivision, srancH Office of Logistics, Printing Services DATE(S) OF OLD SCHEDULE(S) DATE OF CONCURPFNGE
Divisicn, Office of the Production Manager 29 Jun 1970 7RSS L

TYPE CONCURRENCE OFFICER’S NAME AMD TITLE

OLD SCHEDULE

NEW

STATINTL

Executive Officer

FILES IDENTIFICATION

VOLUME

|ow 7y 7

Files consist of "flats' containing the
negative and data pertaining to the printing
of Agency-produced forms. Filed numerically
by form number,.

AND ITEM NO(S). 'NTGE_M (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CU. FT.) DISPOSITION INSTRUCTIONS
3408 .21 .
e ¥ 1. | Requisition Files
Envelopes containing requisitions, work Temporary. Cut off completed files at
tickets, signed document receipts for delivery end of fiscal year; retain 1l year then
N of material, and other papers relating to the destroy. (GRS 13, Item 3.a.)
) scheduling, processing, costing, and accom-- ‘
¢ plishment of a printing job. Filed by Job
Number.
7 1
Z& Za. 2. | Top Secret Records
(Z.b. deleted) e s
7 Log sheets recording receipt and dispatch of Temporary. Cut off at tﬁ’e end of the
all Top Secret and Code Word material received fiscal year. Destroy/® years after
(for reproduction only). Jop Numbers cross documents are sent outside control
referenced to Agency or other control numbers point. (OS/PSD 17 Jan 64 decision.
and adequate description to comply with W §Mmay 7S
established procedures.
g 7. 3. | GPO Printing Records
» Printing procurement unit copy of requisi- Temporary. Cut off at the end of each
) ”’ tion, invoice, specifications, and related fiscal year. Retain 4 years, then
L papers, Filed numerically, destroy. (GRS 3, Item 7.a.)
9 }/. 4, | Forms Files

Temporary. Destroy upon receipt of
revision or when form is declared

#S16-7 :
obsolete. (¢ e 8%1)»7 95

FORM !39 GBSOLETE PREVIOUS

8.74 EDITIONS

CLASSIFICATION

Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1

(41}
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Approved For Release 2001/07/12 - CIA-RDP78.07317A000100180013-1
ANgLﬁTiEHi%géﬁ. ﬁ?% FILES I1DENTIFICATION CLASSIFICATION VOLUME DISPOSITION INSTRUCT IONS
10. 5. Photography Scheduler's Records
a. Form No. 627 recording the receipt and Temporary. Maintain a 1 year level,
scheduling of all photographic jobs. Filed destroy balance. (GRS 13-3a) )
. . 7 & ey 7s
in chronological order. £
b. Work Ticket copy of Form 70, Printing Temporary. Cut off each fiscal year;
Services Requisition. Filed by Office symbol retain 1 year, then destroy.
and numerically thereunder. (GRS 13, Item 3.a.)
c. Suspense copies of requisition (form 70) Temporary. Destroy when job is
,’ completed.
OL/PSD/Bindeny
Branch, Item
17. 6. Distribution Records
a. Lists or memos establishing one-time Temporary. Maintain a 1 year level
distribution for Intelligence Reports. Filed and destroy balance.
chronologically.
b. Memos, forms or lists establishing Temporary. Destroy when superseded
standard or continuing distribution for or discontinued.
reports, regulations, notices, and various
other publicatioms.
OL/PSD/Bindeny
Branch, Item
18. 7. Document and Courier Receipts
Copies of signed document receipts for Temporary. Maintain a 2 year level
material delivered to customers and copies of of document receipts. Courier
receipts signed by the courier for material receipts may be destroyed after a
to be delivered. 3 month period.
*The Bindery Branch is part of the Office of the Production Manager. No change
has been made in the records. Other branches|were not broken out of that office,
therefore, this title was dropped as a separate schedle heading for conformity.
am § Mo 75

8

FORM [39a rreviou:

-74 EDITIONS
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CONTINUATION SHEET

(a1)



Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1

N - f CLASSIFICATION OLD SCHEDULE NOC{(S). REVISED SCHEDULL NO.
RECORDS CORTROL SCHEDULE 3408 %70 3408.02 - 78"
OFFICE. DIVISION, BRANCH Office ot Logistics, Printing Services OATE(S) OF OLD SCHEDULE(S) DATE OF CONCURRENCE
Division, Supply and Services Staff ] 29 Jun 1970 YRR
TYPE CONCURRENCE OFFICER'S NAME AND TITLE CONCU
_Executive officer STATINTL TINTL
NEW
&NODLDI TSECMHEN[:')U(LSE). 'NTDEM (TITLE, DESCRIPT'I(};I\I'}E:R}?l:lsggn;lgl\;r'cfrllxlgg INCLUSIVE DATES) (cvl;)wz-'-"rE ) DISPOSITION INSTRUCTIONS
3408 07
v x 1, | Requisition Files
a. Files contain copies of requisitions, Temporary. Cut off at the end of each
resulting purchase orders, receiving documents, fiscal year; retain 2 years, then
'1 packing slips and freight bills. Filed by destroy.
) requisition number, (Not official voucher
files).
b. Internal informal requisitions for non- Temporary. Cut off at the end of each
accountable material issued to the various fiscal year; retain 2 years, then
Sections and Plants from stock on hand. Filed destroy. (GRS 3, Item 9.a.)
chronologically. ‘
{a. ?’. 2. | GPO Purchase Orders
SF-44 Purchase Orders to the Government Temporary., Cut off at the %r}‘d of the;
I . . . . . . X Ter cesp i
Printing Office for printing supplies and fiscal year; retain 4 y?ars, tst,lep?)
{ . Gres - .
services, destroy, i §Fay 557
|3 £ 3. | Registers
) a. Register of requisitions by number, Temporary. Cut off at the end of each
cross-feferenced to the Logistics Control fiscal year; retain 2 years, then
Number (LCN) assigned. ' destroy.
b. Register of LCN's assigned from block Temporary. Cut off at the end of each
designated by Central Control & Distribution fiscal year; retain 2 years, then
Branch (Supply Division). destroy.
. 5’7"141 75
FoxM |39 223915RE T°°'°¥° Approved For Release 2001/07/1Z"€1X-RBP78-07317A000100180013-1 £2, IMPDET CL. BY: tan



Py & Way 78

Regulations, handbooks, catalogs, technical
publications, etc., Used for reference.
Any record copies are preserved by

i 1 PSD. <
Office of the Chief, o ?wulvs.

Approved-For-Reloase-2004H0Z42-+CHA-RDR7.8-07347A000400480043 1
A NEW CLASSIFICATION® A
Gid SCHEDULE \TEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
, 'AND ITEM NOI(S). NG .
14, 4,1 Consolidated Memorandum Reéeipt Files
a. Annual Consolidated Memorandum Receipt Temporary. Destroy after subéequent
Listing, adjustments and reconciliations report received and adjusted. :
thereto, i :
b, Sub-account records for CMR's with E Temporary. Destroy after subsequent
annual inventories, signatures and adjust- report received and adjusted.
ments, |
i5. 5,1 Stock Record Cards |
i
| .
’ a. Cards for non-expendable equipment and | Temporary., Destroy 3 years after
property on hand., | item is withdrawn from plant account.
(GRS 8, Item 6)
b. Cards on expendable supplies on hand Temporary. Destroy completed or
for internal issue within the Printing discontinued cards after 2 years.
Services Division. (GRS 3, Item 10.b.)
{6. 6. Reference Material

Temporary. Destroy when superseded
or no longer needed,

OBSOLETE
FO';M |39a PREVIOUS
8-74 ED1TIONS

ApporpsddorReleass RPO0F07/12 : CIA-RBR78-07317A0001001

CONTINUATION SHEET

800131

(41}




Appraved Ear Release 2001/07/12 - CIA-RDP78-073
' RECORDS CONTROL SCHEDULE

CLASSIFICATION

OLD SCHEDULE NO(S]}.

340803 - 70

=1

REVISED SCHEDULE NO.

3408,03 = 78

OFFICE. DIVISIoN. BRancH  Qffice of Logistics, Printing Services

DATE(S) OF OLD SCHEDULE(S)

NO.

Division, General Printing Plant 29 J
TY, d ME AND TITLE CONCURR
OLD SCHEDULE NEW FILES IDENTIFICATION vOLU
AND ITEM NO(S). FTEM (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CU. FT.)

DATE OF CONCURRENCE

= onn {475

DISPOSITION INSTRUCTIONS

3408 23
9., &7

20 2

W § Py 75

1.

Reference Files

Copies of memoranda, regs, handbooks, notices|
charts and various forms pertinent to the
operations of the Plant., (0fficial record
copy maintained in the Office of the Chief,
Printing Services Division). Filed according
to Agency subject filing system,

Daily Production Reports

Form 1477, Daily Production Report, employee
record of the various types of production on a
daily basis. From this daily record, a
monthly productionsreport is compiled and sub-
mitted to the Office of the Chief, Printing
Services Division. Filed chronologically.

Reproduction Requisitions

a. Work Ticket copies of Form 70, Printing
Services Requisitions. Filed numerically.

b. Form 70-B, Printing Services Requisition
(Short form), either issued against blanket
Printing Services Requisitions, or used for
certain special services within the Head-
quarters compound only, Filed numerically,

Temporary., Destroy when superseded
or no longer needed.

Temporary. Maintain g 2 year level
and destroy balance, (G'/?S 13-7) £

Oy § IMeny 28

Tempar ary. Cut:off at the end of each
fiscal year; retain 1 year, then
destroy, (GRS 13, Item 3.a.)

Temporary. Retain 1 week after
completion of the work and after post-
ing to pertinent production records.

FORM OBSOLETE PREVIOUS
|39 EDITIONS

8-74

CLASSIFICATION

Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1
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QLD SCHEDULE
AND. ITEM NO(S).

NEW
ITEM
NO.

CLASSIFICATION

FILES IDENTIFICATION VOLUME

001341

DISPOSITION INSTRUCT IONS

2. K

&3, 2.

P § Ma, 75"

- Intelligence Reports Log

_Signed copy of the Production and Receipt
Record, Form 898A. (Includes signed document
receipts from outside the Agency). Filed
numerically,

Top Secret Records

Log sheets recording receipt, processing,
and delivery of Top Secret material received
in the General Printing Plant, Record con-
tains signature for finished material.
Entered chronologically.

Temporary. Cut off at the end of
every 3 months; retire to Reccrds
Center, destroy 2 years after retire-
ment., (GRS 18, Item 3,)

re‘g“;,a“"‘lg
Temporary., Cut off at the end of the
fiscal year. Destroy#® years after
documents are sent outside control
point. OS/PSD 17 Jan 64 decision)
P § ey 757

OBSOLETE
gosg 139a rrevious
* EDITIONS

Agowres Egnﬁ@gaseﬁmw'fl 12 : CIA<RDP78:07317A0001001
CONTINUATION SHEET

80013-1 a1}
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CLASSIFICATION OLD SCHEDULE NO(S). REVISED SCHEDULE NO.

: RECORDS CONTROL SCHEDULE | 3406 .06 - 770 240806 - 76~

oFFICE. DivIsIoN. srancH Qffice of Logistics, Printing Services DATE(S) OF OLD SCHEDULE(S) DATE OF CONCURRENCE
Division, Special Printing Plant 29 Jun 1970 T e

TYPE CONCURRENCE OFFICER'S NAME AND TITLE

OLD SCHEDULE
AND JTEM NO(S).

NEW
ITEM
NO.

Executive Officer STATINTL

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CU. FT.)

TINTL

DISPOSITION INSTRUCTIONS

3408 0%
ak A7

New

PW §PMay 75

Reproduction Requisitions

Requisitions for printing services in this
Special Center, Filed by job number,

Log Record

Ledger sheets showing job number, type of
work, branch and division, number of originals,
total copies reproduced, dates requested, dateg
delivered, etc.

hY
W

3.

Reference Files

Copies of regulations, handbooks, notices,
memoranda, etc. pertaining to the operation
and administration of the Plant, (0fficial
copy maintained in the Office of the Chief,
Printing Services Division). Filed by Agency
subject filing system.

Temporary. Cut off at the end of each
fiscal year; retain 1 year, then
destroy. (GRS 13 Item 3.a.)

Temporary. Cut off at the end of each
calendar year; retain 1 year, then
destroy., (GRS i3-Y),

Fw (7’167 8™

Temporary. Destroy when superseded or
no longer needed.

FORM |39

8.74 EDITIONS

OBSOLETE PREVIOUS

Approved For Release 2001/07/12 : CIA-RDP78-07317A000100180013-1
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CLASSIFICATION 0LD SCHEDULE NO(S). REVISED SCHEDULE NO.
‘ RECORDS CONTROL SCHEDULE
, 3408 .05~ = 70 3408.05 = 78~
OFFICE., DIVISION, BRANCH Qffice of LOgiStiCS, Printing Services DATE{S) OF OLD SCHEDULE(S) DATE OF CONCURRENCE
oA
Division, Graphics and Visual Aids Staff 29 Jun 1970 AR

TYPE CONCURRENCE OFFICER'S NAME AND TITLE

OLD SCHEDULE
AND ITEM NO(S).

ITEM
NO.

STATINTL

Executive Officer

FILES I1DENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

3408 05~
a6 1.

27 2.

P P10y 757

Reference Material

a. Regulations, handbooks, notices and
memos pertinent to the operation and adminis-
tration of the Staff, (0fficial record copy
maintained in the Office of the Chief, Print-
‘ing Services Division)., Filed accofding to
Agency subject filing system.,

b. Magazines, catalogs, technical publica-
tions, and various types of materials used in
creation of graphic arts.

Job Records

File contains record pertaining to job
requests, requisitions, time sheets, and other
data relevant to the creation of graphics and
visual aids, Filed chronologically by month.

Temporary. Destroy when superseded or
no longer needed.

Temporary. Destroy when superseded or
no longer needed.

Temporary. Cut off at the end of each

calendar year; retain 1 year, then

destmy. GRS | 3~ 363,
Fw & May 75"

FORM |39 OBSOLETE PREVIOUS
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IR » .
RECORDS CONTROL SCHEDULE SECRET By spos s Gt 7/ Frame
MU CONCURRENCE”

OFF ICE,

DIVISION, BRANCH

Office of Logistics, Procurement Division

Office of Chief

S1

X1A
24 MAR 1969

Director of Logistics

0
OLUME
oo (TITLE, DESCRIPTION. ARRANGEMENT. AND INCLUSIVE DATES) (cuBic FT.) DISPOSITION INSTRUCTIONS
1o | Subject Files
as Files documenting the activities of the 3.9 | Temporary., Cubt off at the end of each fiscal
Procurement Division in carrying out assigned year; retain in current file area one year
functions and the administration of the personnel and retire to Records Center. Destroy four
and affairs of the Division., Files contain memos, years after retirement, (GRS 3 - item 3)
letters, reports, charts, studies, etc., in support
of Agency policy and procedures on procurement of
goods and non-personal services, Filed according
to Agency Subject File Manual. FY 1968 & FY 1969,
b. Chrono Files
A convenience file consisting of copies of 0.5 | Temporary. Cut off each fiscal year, retain
material originating in the Division. Filed two years and destroy.
chronologically., FY 1968 & FY 1969,
2. | Personnel Files
a. Personnel Folders
Contain copies of actions, evaluations, 1.5 | Temporary. Destroy upon separation from the
travel orders, travel vouchers, job descriptions Agency, Upon intra or inter-office transfer
and other material relating to each employee of forward to gaining office, (GRS 1 - item llj
the Division, Filed alphabetically by surname,
b, GCareer Board Files
Contain copies of Agendas, individual .0l | Temporary, Maintain a two-year level and 9

evaluations, comparative ratings, and other sensi-
tive material relative to career planning for

Procurement Division and other Logistics personnel,
(The official files are maintained in Personnel
and Training Staff),

=g

SE

< e
% b

destroy balance. (GRS 1 ~ item 10)

FORM NO.
1 JAN 56

|39 USE PREVIO

EDITIONS.
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Appraved Ear Release 2001/07/12 - CIA-BDP78-0

DISPOSITION INSTRUCT IONS

ITEM NO.| - FILES IDENTIFICATION e
(N E

c. Organization Studies bt b Gl o B0

Files contain copies of tables of organization), 0,2 | Temporary. Theee studies are used for
memoranda, and studies made to determine staffing reference and should be destroyed as
pattern requirements, changes, ete, for the Pro= | superseded or no longer needed, .’
curement Division,
d, Service Record Card File

SF OF 4-B Employee Record Card - Serving as 0,02 | Temporary, Destroy upon separation from'the
position inventory and showing record of employ- : Agency, Upon intra or inter-office transfer,
ment and brief of all actions on each employee of forward to gaining office, (GRS 1 - item 7)
the Division, Filed by position number, ' ’
e, IHmployee Trawel Records

Files contain travel records, cost involved, 0,01 | Temporary, Destroy when no longer needed
itinerary, etc, for the Chief and Deputy Chief for reference purposes, (GRS 9 - item 4) -
of the Procurement Division. . : -
f. Leave Records

Coples of IBM listings showing leave used and‘ 0,02 |Temporary, Maintain a one year: level Destroy
balances for Division employees. balance, (GRS 2 - item 9, b ) '
g, Overtime Records _

Detailed statistical report of overtime hours 0,01 |Temporary, At the end of the fiscal year
worked by PD personneﬂ,budgetary figures showing - |incorporate into item 1, subject file, follow
total O/T obligations, liquidations, and balances same dispositlon instructions,
in order to control funds and not exceed o/T
allotment,
h. Locator Cards

Box of Forms 642, Personnel Emergency and 0.01 Temporary; Forward to gaining office upon
Locator Record, giving pertinent data on each transfer of employee, Upon resignation
employee of the Division, Filed alphabetically, forward to Personnel and Training Staff,

: ' (GRS 3 - item 7)
A : Q. 9hﬂ1ln7l4’) LA DI'\“D'IQ 7147Annh|nndgnn1'z 4
FORM NO. )

1 JAN 56

isga USE PREVIOUS

EDITIONS.

" RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

4ty
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7317400

1001800131

ITEM NO.| "

FILES IDENTIFICATION

VOLUME

DISPOSITION {NSTRUCTIONS - -

25

25

25X

’(19‘

1A

1A

N

5

Delegations of Authority

Project Files ‘ W

aes  File contains background material regarding

initial-planning, establishment, and operation of
theIIIIillllli'llllllllllllll.l

‘b, Copies of general correspondence between.
-a.nd Headquarters, T/O, leave records, etc,
are part of the file,

a, Continuing Delegations of Authority

Copies of memos and requests from other
Agency components for delegations of authority and
memos approving such delegations, 1950 - 1969

b, One-time Delegations of Authority
Official copy of requests to procure or
contract on a one-time basls and resulting author-
ities, :

Reference Materials

a, Agency, Office, and Division regulatious,
handbooks, instructions, notices, etcs used for
reference and research,

be Materials compiled and used by members of
the Division to brief Agency officials on the
activities, mission and functions of the Procure-
ment Division, 1963 - 1969

ce Armed Services Procurement Regulations,
Comptroller General Decisions, Government
Contractual Manuals, Defense Procurement Circulars,
etec. Used as reference for negotiating and writing
contracts. - '

e N

i wbem

0,02

0,02

0e5

Q.5

2,01

0.5

2¢5

2420000

|retire.

Longer -needed,

Temporary, Incorporate with Item l.a. and:
retire, : *

Temporary, Retain in file area for.reference
and research. Destroy after five years.

Temporary, Used as continuing reference,
Destroy when superseded or no longer needed.

-

Temporary, ‘Incorporate with Item.ia° and

|Temporary. Destroy when Supersedéd]ornno

Temporary. ~Destroy when.éuperseded or no
longer needed,

Temporary., Destroy when superseded or no
longer‘needed.

: . o e
Approved For Release-2004/07/42- - CIA-RDRZ8-0
™1 e

FORM NO.
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ITEM NO.| - i FILES IDENTIFICATION VOLUME _ DISPOS ITION INSTRUCT IONS
6. | Statistical Reports i.

Files contain forms, memos, charts, etec, used in 0.5 | Temporary, Cut off at the end of each fiscal
preparing operational statistical reports for the year., Retaln in current file ares -one year
Procurement Division, 1966 -~ 1969, and incorporate in Item 1,3, for retirement

to Records Center,
7. | Document Control Slips

ae Form No, 238, Document Control, used to 0,0l | Temporarys Cut off at the end of each
record receipt, routlng, control, location, and calendar year.  Retain one year and destroy,
dispatch of incoming and outgoing documents of the (GRS 12 -~ item 6.a.)

Division, Filed numerically, - 1967 = 1969, =~
b. Log record of requ1s1t10ns, memoranda, and 0.2 |Temporary. Out off each fiscal year. Retain
1A other material re _ one year and destroy.
P,0, Boxes to the o

cs Log of Request for Procurement Action (Form 0.2 |Temporary, Cut off each fiscal»yeaf. Rétain
2420), showing to Section assigned and cross slx years and destroy. :
referenced to the applicable Contract Number, :

8. | SeE, Asia Alir Support Project

Coples of cables, memoranda, contracts and other| 1,0
papers regarding air support, Not official recordde

a. Incoming and outgoing cables pertaining to ‘Temporéry. Retaiﬁfsix moriths ‘level and‘destroy
the project, , |balance. :

b. Cdpies of contracts and related papers, Temporary. Official Contract jacket is main-

~|tained in the field, however, this is the only
domestic wpy of the contract and should be
retired to the Records Center upon completion.
Destroy six years after retirement.
9. |Cable Files
Copies of incoming and outgoing cables of interest 0.5 Temporary. Cut off each six months, Retain
to Procurement Division, six mon
eure 5X1A
Qe APPROVED Y825
{ AR F o s o annnka *4 .
S i e i ecords Administration Officer .~ an)

1 JAN 56
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RECORDS CONTROL SCHEDULE

| scCHEDULE No. STATINTL

OFFICE.

DIVISION., BRANCH

Office of Logistics, Procurement Division, Research Contract
Administration and Settlement Branch

Supply Voucher Files - maintained in SD/CGCDB)
i .

Case files documenting the procmrement of equip-
ment and supplies by informal purchase through
government or non-government sources, The files
include initiating requisition, specifications,
bids, proposals, prices and procurement work sheets
purchase orders, receiving reports, and other
documentation related to the receipt, issue, and
completion of all action on the requisitions.

as Transactions of $2500 or more,

be Transactions of less than $2500,

FORM NO.
1 JAN 56

P

Director of Logistics 17 NOV 1969
'J(?” (TITLE, DESCRIPT;AII‘;,ESARII&E',;;I&L;\;E.ATAIIV?)NINCLUSIVE DATES) (c\z//glz_gMzgr. ) DISPOSITION INSTRUCTIONS
10,] Subject Files
Correspondence files of procurement operating 7.0 | Temporary, Cut off each calendar year;
units pertaining to the internal operation and retain in current files BHE year§ then
administration of RCASB, Filed by Agency Subject destroy, (GRS3- item 3)
System, 1966 - 1969,
11.| Purchase Order Files (Official Procurement and

Temporary, Retire completed files at the
end of the fiscal year, Destroy 6 years
after retirement. (&Rs ¥ -4a)

Temporary., Retire completed files at the
end of the fiscal year. Destroy 3 years
after retirement. (6&RrS 3-¥ £

13

EDITIONS.
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STA]

AFPROVED:
Date /
CIA Records Administration Officer

2 ch/@f

ITEM NO. DISPOSITION INSTRUCT IONS
12.| Contract files

a, Case files documenting all phases of the 13440 | Temporary. Retire to Records Center after
contractual processing in the procurement of final payment., Destroy six years after
equipment, supplies, research and services by retirement, (GRS 3-4H«)
formal contract. The files include copies of
requisitions, specifications, invitations to bid, |
proposals, tabulations of bids, certificates of
award, contracts, delivery information, inspectioni
related correspondence, and disposal of residual
property. Filed by contract numbers,.

b, Contract files for transactions administered 15,0 | Temporary. Material is screened or interfiled)
at Station 954. Consisting of requisitions, in the Official Jacket which is returned to
correspondence, etc., used as a convenience file Headquarters by 954 upon completion of con-
by Headquarters. Filed by number. tract, Extra copies destroyed and Official

file retired to Records Center under item
12,2,
[INTL

FORM NO. [3g, USE rrevApproved For

1 JAN 56
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2174000

ca1y

n 00180013-1 v -—
ITEM NO. i FILES IDENTIF ICAT ION - VOLUME DISPOSITION. INSTRUCT IONS -
13. | Contract Control Records l
Brief cards, Form No. 476 maintained at Adminis- 5.0 | Temporary, To be destroyed after final
trator?s Desk showing status of each active con- payment, . S
tract; shows assigned contract number, type,
classification, requisitioning office and other
pertinent data. Used as ready reference only,
Filed by contract number, :
14, | Overhead Files
Contain correspondence and other data re 6.0 Temporary, Screeﬁ and destroy as file
computation of overhead rates by the various becomes outdated. : '
contractors, Filed alphabetically,
15, | Contract Record Cards
Copies of Form No, 667 showing assigned contract 475 | Temporary, Cards are used for reference and
number, type, classification, requisitioning office - | research, Transfer to inactive file upon
and other pertinent data, Filed alphabetically, retirement of contract file,. Retain in file
area until no longer needed for reference,
16. | Contractor Address Cards
3 x 5 index cards showing company name, current 0«2 |[Temporary, Destroy card uﬁon change of
address and any changes thereto, -|address or status, -
17, | Patent Files :
Correspondence relating to patent matters, l.O Permanent, No disposal authorized by this
Filed by fiscal year, ' ' ~ . |schedule, (Decision by RAB & National Archives)
18. | Property Records
Navy Form No, 287, Prbperty Record Card, and 0.5 |Temporary. ‘Records to be incorporated in
correspondence, inventories, ete., itemizing contract file upon settlement of contract.
government furnished equipment to contractors, '
contractor acquired property, showing location,
acquisition, -depreciation and .disposition data,
Filed by company name, : :
T
» ‘ 1040048001 3.1
FoRM NO. “RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

1 JAN 56
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ITEM NO.| FILES IDENTIFICATION VOLUME ~ " DISPOSITION. INSTRUCT IONS -
19, | Log Files
a. OClassified Mail Log, Form No. 2596, used to 0,02 | Temporary, Cut off each fiscal year; retéin
log incoming and outgoing mail to contractor, one year then destroy. (GRS 12 - item 6,a.)
FY 1967 - 1969. o : S
b, Document Control Slips, Form No. 238, used 0,05 | Temporary, Cut off at the end of each
to record receipt, routing, control, location, and calendar year; retain one year then destroy.
dispatch of incoming and outgoing documents of the|: (GRS 12 - item 6,a.) ' e
Branch, Filed numerically, 1968 - 1969 ’ :
e Contract Log, unnumbered form used to aséign 0.3 |Temporary, ' Destroy when no longér needed for
contract numbers and Task Orders. Filed : research and reference,
numerically in black book. 1960 - 1969, '
20, | Classified Document Receipts
Signed copies of form 1856 relating to receipt 0.5 Temporary, Cut off at end of Fiscal Year,
of classified documents by contractors, Filed Retain -a two-year level and destroy balance.
chronologically by Fiscal Year, (GRS 18 - item 3) - ‘
21, | Classified Mail Records
Copies of Form No. 1637, Request for Office of . 0,25 |Temporary, Maintain a six-month level,
Security Mailing, showing material sent out by destroy balance.
the Office of Security to Contractors, Courier .
tickets, Form 240, showing time of pick-up for
such packages are attached to the Form 1637,
22.. | Printing Records
Copies of Form 70B, Printing Services Request, 002" -|Temporary. Maintain a three-month level,
detailing the dally reproduction of contractual destroy balance.
documents under monthly. blanket requisitlons. ‘
Filed chronologically.
Approned-Eor %m“" 6648
™ RAUUUTUUTOUUTO=1 —
FORM NO. L(41)
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ITEM NO.

* ik FILES IDENTIF ICAT ION

VOLUME DISPOSITION. INSTRUCT IONS

23.

Rhe

25,

26,

Contract Facilities Files

Filed by Contractor!s or Prospective Contractor!
name; files contain catalogues, financial reports,
inspection reports, evaluation sheets, news
clippings, security forms, and/or other informatio
regarding such facilities, Used as reference in
selecting or considering sources, Filed alpha-
betically,

Charts

Charts used as visual alds in briefings, Charts
show organizational make up of Procurement Divisioj
various statistical breakdowns showing production
broken down into percentages and deollars spent,
1959 - 1969, '

Reference Materisl

Armed Services Procurement Regulationms,
Comptroller General Decisions, Government Con- -
tractual Manuals, Administrator!s Handbook, PERT
Regulations, Navy Contractual Laws, etc, used for
reference and research in negotiating and writing
contracts, :

Computer: Produced Contract Informétion Reports

Machine listings of information pertaining to
Agency contracts, 18 different breakdowns,

Temporary., Destroy when supersedéd.or no
longer needed,

E 15.0

1

30,0 | Temporary. - Destroy when superseded or no
0y longer needed. o

Temporary, Destroy when supersedéd or. no
longer needed, :

12n7’

Temporary, - Upon receilpt of a new machine
tabulation, the superseded one is destroyed.
Monthly Report No. 6 will be retained two
years, then destroy.

2.0

Y.\

FORM NO.
1 JAN s6
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A1l files maintained within the Proprietary.

FORM NO.
1 JAN 56

alz2478000

ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION' INSTRUCT IONS
31, |Purchase Order Files QF "‘WE -
ae Files ks e
Thisbis a folder set up to cover requisitions| 2,0 |Temporary. Malntaln a 31X}year 1evel and
which were placed with the Proprletary, Filed by destroy balanceo
voucher number., 1965 to date,
be Purchase Order and Contract Files ,
Files documenting special covert purchases 8,0  |Temporary, . Cut off at end of each fiscal
to fill operational needs on a crash basis or to year; retain in current file area for 1 year
prevent knowledge of government interest. File and retire to Records Center, Destroy six
contains copies of requisitions, invoices, receiving vears after retirement, - (GRS 3 = item A.ag(l))
reports, receipts, ete, Filed by P,0, number,
1966 to date, :
32 | Accounting Records
a, Cash Journal
A ledger showing cash advances, items 0s1 = [femporary, Cut off at end of fiscal year.
‘| purchased, vendor, requisitions, amount of dis- Retain in current file area one year after
bursement and cash balances, Entered chronologicallye audit, then destroy.
b. Accdunting for Advances
Coples of Form, "Accounting by Individual Temporary. = Cut off at end of fiscal yéar;
for Advance", submitted to Finance on purchases Retain in current file ares one year after
made from cash, : audit, then destroye..
33, |Reference Material
Catalogs, brochures, samples, price lists, 1.5 [Temporary. Destroy when superseded or no 3
regulations, directives, instructions, export - [longer necessary,
schedules, etc.
34 |Proprietary Project Files (Sealed Files)

Temporary. -No disposal authorized, To be -

returned to the Agency at the close of the
progect~ or sooner:if volume dictates, Subject:
to screening for destruction five years after
ghrojects

. _ : o

USE PREVIOUS
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOS ITION. INSTRUCT IONS
e .
35, | Project Files Sn}z:i“é kel
Files.dgcumen'ping the Heac}quarters activities These files are subject to review five years
and administration of proprietary projects: after termination of the project. It .may be .
determined by the D/L's office that they can
be des’c.royed__ after thorough screening.
a. Subject Files -

Files contain correspondence, declarations 1,2 |Temporary. No disposél authorized. Retire
of trust, stock certificates, bank statements, - to Records -Center when too voluminous or when
reports, accountings, etc. inactive. - :

be Admin Plan for Project

File contains documentation of the initiation, .02 |[Temporary, No disposal authorized. Retire

approvals, set up and operation of I =nd |to Records Center when too voluminous or when
RSX1A sub-projects, inactive, ' -
c. Personnel Files
Files contain documentation on persommel of 1,0 |Temporary, - No disposal authorized, Retire '.
the proprietary. - |to Records Center when too.voluminous or when
inactive, : C '
d. Contracts or Requisition Case Files of Grants
Orders and/or Transactions of the Project,

Files contain requisitions, invoices, con- 4s0 | Temporary, No disposal authorized. Retire
tracts, letters of credit, receiving reports, - “|to Records Center when too voluminous or when
shipping documents, etc,  Filed by:voucher number, |inactive,

1963 to date, :
€. Reports

Files contain statistical and activity 2 Tempofary. No disposal authorized, Retire
reports for the project, Filed chronologically, to Records Center when too voluminous or when
1959 to date. inactive,

N |
ERSENSRY S
Ar\:nn“m 2004.0Z2/12-ClA-RDRZ8-0 317.A‘nnri 00480043 1'
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

€]

'
[ T

e, 0GC Files

Files originally set up and maintained in
the Office of General Counsel which pertain to
legal aspects in the operation of the project.

.
;3

=

oy m&r
o

7"47l\ﬂﬂl\

Temporary,. No disposal authorized. Retire
to Records Center when inactives :

ecords Admmistration 0fficer .}"”

25X1A
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Appluvedwmﬁm;&gnﬁi\é S ‘ B
RECORDS CONTROL SCHEDULE SECRET 34bgB FHIS 25X1A
V) e
OFFICE, DIVISION, BRANCH S 1Gl
Office of Logistics, Procurement Division, General Purchase
Section ITLE _ DATE
Y ¥Director of Logistics 24 MAR 1989
o (TITLE, DESCRIPT';(I)Ib,E SARII?%T;II:IJSJJ{ABIIV%NINCLUSIVE DATES) (cYIg‘ngIET. ) DISPOSITION INSTRUCTIONS
37.| Subject Files
Chrono files and copies of memoranda, letters, 1,0 '|Temporary., Cut off at end of calendar year;
reports, procedures, training schedules and other retain one year and destroy,.
material pertaining to the administration and ‘ o
operations of the Section, 1968 - 1969,
38, | Reference Material
Agency, Office, and Division regulations, 159,0 |Temporary, Destroy when superseded or no
instructions and notices; commercial catalogs, longer needed,
Armed Services Procurement Regulations, price
lists, GSA schedules and circulars.
39. | Imprest Fund Records
Copies of memos, delegations of authority, o5 |Temporary. Retain for reference as necessary.
requests for advance, authorizations to use funds, Disposal authorized four years after completion
reports of cash on hand and transmittal of voucherg of transaction, (GRS 7 — item 4ea,)
regarding cash purchases, Vouchers and receipts
forwarded to Finance, Filed chronologically,
1965 - 1969, .
40, | Service Contracts
Files documenting repair, maintenance, and 8,0 |Temporary. Completed after final payment at
rental of equipment and miscellaneous nonpersonal the end of the fiscal year, PO
services, Filed by contract number, o R
a, Contracts $2500 and over. Temporary. Retire to Records Center after
completion, destroy six years after retirement.
b. Contracts under $2500. Temporary. Retire to Records Center after
completion, destroy three years after retire-
; ient, ,
73 :7A‘ BUUT3-T
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DISPOSITION. INSTRUCT IONS

ITEM NO. FILES [DENTIFICATION . VOLUME
L]
4l | Vendor Card Files
s File containe name and address of the numerous 1,0 |Temporary, Destroy when superseded or
vendors used in general procurement and the termination of the company, .
material is constantly updated. Filed alphabeti- : AN . »
cally, 1968 - 1969, : - : 25X1A
APPROVED 5 7
1’ CIA Recoras Dato v

FORM NO. |39a USE PREVIQUS

1 JAN 56
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DIOgt o0t
RECORDS CONTROL SCHEDULE SECRETJ 3Y69=D  FY05

OFF ICE.,

DIVISION, BRANCH

Office of Logistics, Procurement Division, Industrial
Contract Section

4

T

Director of L&@istics

U
IJ(E " (TITLE, DESCRIPTF;(I)I%FSAR!RDAEB(EAII;)\;TC‘:,AE}V%NINCLUSIVE DATES) (C\{,%‘;gM;ET, ) DISPOSITION INSTRUCTIONS
42.| Subject Files

General correspondence files of the Section 1.5 | Temporary. OCut off every two years, retain
pertaining to internal cperation and administration, two years, then destroy,
1967 - 1969.

43e| Contract Record Card

Copies of Form No, 667 showing assigned contract 1,0 | Temporary., Retain until superseded or
number, type, classification, requisitioning contract closed, Betathzintfideraregodntil
office and other pertinent data, Filed alpha- no longer needed for reference, then destroy
betically., 1967 - 1969.

Lho| Contractor Address Cards

3 x 5 cards showing company name, current ,02 | Temporary, Destroy card upon notification

address and any changes thereto, that Agency is no longer contracting with
the companye.
45.| Reference Materisl

Armed Services Procurement Regulation, 9,0 |Temporary. Destroy when superseded or no
Comptroller Genmeral Decisions, Government Con- longer needed,
tractual Manuals, Administrator!s Handbook, PERT 25X1A
Regulations, Navy Contractiual Laws, etc. Used for
reference and research in negotiating and writing
contracts,
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(0] elease [{L = o/ ASOUTOE TS0 T 3-1 REVISED SCHEDULE NO.
,‘ recors coNTRB[¥CHEDDL | 2400 ros
OFFICE, DIVISION, BRANCH DATE(S) OF OLD SCHEDULE(S) DATE OF CONCURRENCE
Office of Logistics, Real Estate and Construction Division A 1975%
TYPE CONCURRENCE OFFICER'S NAME AND TITLE CONCURR
, Executive Officer, Office of Logistics L
OLD SCHEDULE NEW FILES IDENTIFICATION
AND ITEM NO(S). ';g? (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) DISPOSITION INSTRUCTIONS
3409
1 1, Subject Files
Files documenting the activities and admin- Temporary. Cut off at end of each
istration of the Real Estate & Construction calendar year; retain in current file
Division in carrying out their responsibility area 1 year and retire to Records
for design and construction of Agency-owned Center., Destroy after 5 years. Records
property and facilities; installation of of permanent value are to be transfer-
utilities; acquisition of real estate; space red to the Executive Office subject
planning procurement and allocation; and files (OL Records Schedule 3400.02
building maintenance and service. Consisting Item 1) for permanent retention,
of memos, letters, reports, travel documents,
etc., Filed according to Agency subject filing
system.
2 2. Personnel Files
Individual employee folders used in admin- Temporary. Destroy upon separation
istration of personnel, Content includes from the Agency. Upon intra- or inter-
memos, training requests, commendations, etc. office transfer, forward to gaining
Filed alphabetically by surname. (These files office,
are duplicates of material maintained by
OL Personnel & Training Staff, - Official
papers maintained by Office of PBersonnel,)
3 3. Chrono File
Files contain copies of all outgoing letters Temporary. Cut off at end of each
and memos of all branches of the division fiscal year; retain in current file
(exception - Safehouse Br.) Used for refer- area 2 years and destroy.
ence purposes, Filed chronologically by
fiscal year,
FORM Isgg:?(;ll.gzg PREVIOUS CLASSIFICATION (41)
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memos, reports, surveys, drawings, permits,
deeds, leases, rentals, etc., concerning
acquisition from Gov't. sources or construc- |
tion of Agency-occupied property. Filed |
alphabetically by area division, country and ‘
state, Files containing records of Government
owned property to be identified as permanent
records.
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P’AND | TEM NO(S). |J0E,M FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
3409
4 4, | Document Logs

Records of the receipt and dispatch of cor-
respondence, including cables and dispatches.

a. Document Control Tickets, Form 238, Temporary. Cut off at end of calendar
showing receipt and/or dispatch of material year; retain 1 year and destroy.
to and from the Division, Filed numerically. (GRS 12 - Item 6.a.)

(Secondary file to EO/R&S - Schedule 3400.02
Item 5).

b, Document Control Form 1225, indicating Temporary. Destroy 2 years after
location and movement of Top Secret documents document has been dowpgraded, destroyed
within the Division or within the Office of or no longer in possession of the
Logistics. (Secondary file to EO/R&S - Division. (C/RAB decision - memo dtd
Schedule 3400,02 Item 4.a.) 12 Aug 64).

5 5, Property Records
a thru e

These are records concerning construction,
acquisition, lease or use of property by the
Agency, and resulting contracts.

a., Project Files (Domestic and Overseas)

Case files consisting of correspondence, Permanent. Place in inactive file wher

property disposed of, project deacti-
vated, or lease cancelled. Retain 1
year in current file area and retire
to Records Center, (GRS 3 - Item 2),
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FILES IDENTIFICATION VOLUME DISPOSITION H\'STRUCTIONS
"AND ITEM NO(S) . NO.
a - —_ _— ]
3409 }
| b. Contract Files |
———-rfact Fkiles
l Contract case files, letter orders and/or “,Temporaryu Place in inactive file upon
| purchase orders on construction, renovation, 'final payment; retire to Records Center
1 repair or utilities installations on Agency- [1 year thereafter, Destroy 6 years
f or Gov'!t-owned property, consisting of bids, after retirement, (GRS 3 - Iten 4a(l)) |
| .
awards, contracts, letters, memos, drawings,
| specifications, etc, Filed by Project name
| or location and by contract number OF name of |
’ contractor thereunder, ’
’ ¢. Property Obtained Through GSa )
! Files contain leases, correspondence, assign- Temporary. Place in inactive file upon
ments, plans, drawings, etc., on space assigne termination of assignment; retire to
% on a reimbursable basis to the Agency by the Records Center 1 year thereafter,
| General Services Administration. Filed by Destroy 2 years after retirement,
ﬁ geographic location, / [(GRS 11 - Item 2),
r r !
de IBM Cards i
=== vards
J : I
J IBM Cards Prepared with regl property, { i Temporary, Upon receipt of more currentf
| engineering and construction data for input linformation and the preparation of a ney
f into computers, / {card, the superseded card is destroyed,
|
/ €. Machine Runs |
1€ \uns ‘
| | |
I Output from computer program showing workloa# |Temporary, Upon receipt of neyw machine
summary of the engineering and construction | fun, superseded one is destroyed if no
r projects and the datg concerning agli Agency longer needed for reference,
! real property, Machine rung are .produced semij
/ annually, ! ’
new f. Real Property Summaries /
Copies of computer output, listing Propertie Permanent, 1If volume warrentsg may be
owned, leased, etc., giving historical data retired to Records Center,
regarding the Regl Property Activity of the
Agency,
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a&. Real Estate laws and publications,
Agency regulations, notices, procedures, etc,
used as a continuing reference.

b. Blueprints and Drawings

Blueprints, drawings, charts, photographs
and other material concerning plans of build-
ings, facilities or installations in Agency
possession or contemplated for occupancy.,,

¢, Technical Reference Material

Books, manuals, technical guides and legal
aides used in architectural and technical plan-
ning in construction and utilities engineering,

|
|

|
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AND ITEM NO(S). NO.
3409
6 6.| Reports of Excess Real Property
Reports containing justification for de- Permanent. Retire to Records Center 1
claring the property excess and data on the year after close of files, (GRS &4 -
methods by which the property was acquired, Item 3).
(Files to be identified as permanent records,)
7 7. Specifications Files
Current sketches, drawings, blueprints, Temporary. Destroy when superseded or
schematics, etc.,, on various engineering no longer needed for reference, Record
projects. Filed alphabetically by area copy to be retained in Project File -
division, Item 5a agbove.
8 8. | Reference Material

Temporary. Destroy when superseded or
no longer needed,

Temporary. Destroy when superseded or
no longer needed, or retire to Records
Center to be held as required until 1
year after closing of installation,

Temporary. Destroy when superseded or
no longer needed.
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, PLD SCHEDULE LLLA FILES IDENTIFICATION VOLUME D1SPOSITION INSTRUCTIONS
AND ITEM NO(S). NO. |
3409 \ \
| de Manufacturers Brochures %
\ Mechanical and electrical catalogs, pam- l Temporary. Destroy when superseded or
% phlets, manuals, etcC., distributed by com- no longer needed.
’ mercial concerns and used for reference and
guidance in planning alterations and construc-
\ tion changes.
|
9 9, | Construction Briefing Slides
Carousels of slides depicting various phases Temporary. Destroy when superseded or
of construction at various locations through- no longer needed.
out the world. Used for briefing purposes. (
10 10. | Safehouse Project Files
| Records of acquisition and maintenance of \
\ property for covert operational needs. | ‘
‘ !
| \
| a. Project files, containing leases, deeds, |Temporary. NO DISPOSAL AUTHORIZED ON
) agreements, memorandums, letters, requisitions, DEEDS. Other material to be retired to
! accountings, etc., concerning procurement, Records Center 1 year after becoming
| maintenance and administration of safehouses, inactive; destroy 30 years after retire-
1 Filed by project number assigned by Branch. |ment.
|
| b, Unnumbered book log form assigning Temporary. Retain indefinitely; destroy
l requisition numbers to all requests for houses, when no longer of reference value,
‘ g
Shows project name, case officer, allotment
requirement, etc. %
11 11. | Accounting for Safehouses ‘
Copies of accountings sent to Office of : Temporary., Break file each fiscal year,
Finance, originals of bills and documents re- retain in current file area l year after
garding payment from advances for rentals, audit., Retire to Records Center; destro
repairs, renovations, utilities and other 30 years after retirement.
services rendered at safehouses. Filed by
accountable officer and month thereunder. ‘
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or representatives in procuring and managing
safehouses, Files contain memorandums,
secrecy agreements, copies of security clear-
ances, etc., Clearance filed by number assigned
by Office of Security, other material filed by
name of contact, cross referenced to number,

2
HPFIUV - = T U'IJ"I
NEW S
'AN%LDITSE(I\:IIHEIDO%;E)- ‘JOEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
3409
12 12, | Security Clearance Files
Records of cleared contacts, used as agents Temporary. Destroy upon notification of

effect.

knowledge of demise of cleared indivi-
dual, or when clearance no longer in
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